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the Remington 
Electri-conomy typewriter 


Yes, it’s the really smart secretary who prefers the z 

ee Remington Electri-conomy. Its electric ease of operation 7 
ee helps produce more letters in much less time... 

=a, distinctive type styles make each letter smarter looking..: F 


v 
exquisite uniformity of type impression is so pleasing to the) 


' 
“boss”. Send for free brochure “Beauty and the Best” ' Tl 


Remingtor. band (RE 8321) Room 2681, 315 Fourth Avenue, New York 10. 
<n € 


/ the first name in typewriters 


f. 


ss 





SECRETARIES 


| 
} 
| 
| 
| 


) : 


is your touch ELECTRIC? 


You’re Lucky, If You Have an ELECTRIC Typewriter but 


Electrics are Different, of course. in stroke—very much Wonder Kee Lectric Carbon—on Tough tissue with a 


harder than Standard machines. The old common Car- very tenacious color coating. It does not cut through, 


bon just is not equ 


ial to the stroke of an Electric. Waste but gives extra Wear plus sharp, Clean Copies and 


results, because carbon cuts out quickly and holds back Most Efficient Service. Just what you need for Your 


efficiency. This is 


not just right for this expensive age, Machine. 


is it? Our Chemists solved the difficulty with Kee Lox 


8-lb. Wonder Kee Lectric NC, Extra Bone Clean, No Roll Marks, Copies will not rub, Easy 
Erasure, makes 2 to 5 very sharp, distinct, grey-black Copies. 


10-lb. Wonder Kee Lectric STRONG. Sharp Print. Very Clean. Best Wearing Carbon on the 


Would YOU like some Samples FREE for 


market. 2 to 10 distinct Copies on ELECTRICS. 


5-lb. Wonder Kee Lectric NEW STRONG. 15 to 20 Copies. 25 on Electromatic with 7'2-lb. 
Onion Skin Paper and Silk ribbon, 


KEE ECTRIC 





PYOUR Electric? Today Top efficiency Papen will be HIGHLY PLEASED with this 

pcounts in an office. Please fill in the TYPEWRITERS Special Manufacture for ELECTRIC 

attached Coupon and send to us. You MIACHINES. The Quality is Wonderful. 
Keelox, —....... 

oo nr nr nanan anne nena eee eee eee eee ee ee sees | 

7 Kee Lox Manufacturing Co., Rochester 1, N.Y., U.S.A. KL1 ; 

or | Ss. TD I Pi is oscsccicicnciicctvstteeasicasssinscicieenn | 

7) 7 

SEND | Street | 

| scatsiced niietabanuneteniadetal cae | 

ion | City Zone State | 

COUPON | 6 sheets 8-lb. Wonder Kee Lectric NC, Bone Clean Carbon Size __ | 

| 6 sheets 10-lb. Wonder Kee Lectric Strong, Extra Wear Size __ | 

°°) TODAY : 12 sheets 5-lb. Wonder Kee Lectric New Strong, 20 Copy Carbon Size ___ : 

he 

i : We make usually............. Copies at a time. 7 

| LHANKS | nn LATE EAT AI FO DL Bk NR rts | 

: | Title : pnavttn dbdekdbbswisetaseeuenval bobensnpoddebdbasbieeedsbhadeserodeeseene | 

| We reserve the right to send Samples only when signed by a Purchasing | 

| Agent, Office Secretary, Manager or Officer of a Firm or Corporation. | 
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} Favor 
Arr \RING ON OUR CovER—Ever longed for th 
7 for a pretty pastel coat but felt yoy to Su 
had to be practical and stick to darker 
dirt-concealing colors? Well, you can for) Corr 
get your fears now; for, whether yo 
commute to work by ferry, like our mode} [x 

Connie Coates, or on a sooty train or 4 artich 
dusty bus, you can still be practical and fF. \q 





wear this lovely coat. The reason: Ithwe dc 
made of 100 per cent orlon and can bef let sli 
washed (by hand or in a tumble-actio} On 


washer! ) whenever it shows the least sign? short] 
of soil. You can have your glamorou} Cleny 
pastels and still avoid cleaning bills. Thi} for es 
lovely orlon fleece coat by Halldon Ltdy Sister 
has interesting stitched detail at thel Chica 
shoulder. Sizes, 8 to 18; colors, white of pean 
beautiful sott shades of blue, pink, maize) succe. 
and beige. About $59.95 at Lord and] 4p, 
Taylor's, New York: Frederick and Nel- well ; 
son, Seattle; Famous-Barr, St. — pps 
Youll appreciate its lightness—less that 
two and a half pounds to carry when th 
day turns warm. {Tur 
The perky hat by Madcaps is done it 
Toyo straw cloth spiked with sunburs§  -y,, 
ribbon trim. About $6. If you can't find §.4 | 


SULLIC( 





it locally, you. can write Madcaps (24 5) p, 
West 39 Street, New York) for where 7 
to-buy-it details. (Style is +764.) he 
won 
7 men 
 SOCiat 
Sailing, Sailing pps 
Anp now that we have discussed ou 
March cover fashion-wise, let’s talk abou‘ 
its background scenery for a moment 
That New York sky line so prominenth] 
displayed is the real McCoy—not just 
pretty painting! Tessie can testify to this 5 
SV 


You see, when this picture-taking expedi 
tion was put together, we decided to sendg SecTe 
Tessie along to play maid to the modég ™Uo 
hold bulbs for the photographer, watelj "0 

out for details, suggest pretty poses, ane 

hold back the crowd. In her usual ef 
cient manner, Tessie did all these things 
but she did something else we didn't evé 
ask for—she got seasick. That’s right 


leges 


houn 









S Passe 
the tr 
Secr: 


seasick—between New York and New Jé wi 
sey! Guess that knocks out that Europeé _ 

assignment we had in mind for her. Al le ~ 
kidding aside, though, it really could hav a 
happened to anyone; for, in order to % os . 
just the picture they wanted, they had t i 
cross the Hudson River ten times! Tess®§” cel 


didn't let us down, however; for, whe] 


‘ 





she got back to the office and the pink re- 
turned to her cheeks once again, she 
chirped up with, “You know, that was a 
lot of good fun.” 


r ,_ Thanks, for the Memory” 


“ We'D LIKE TO call to your special atten- 
tion an excellent article on page 333. It's 
called “Secretary to Bob Hope” (ves, the 
Bob Hope) and presented just as secre- 
tary Marjorie Hughes told it to writer 

| Jim Joseph. 

You are probably familiar with the 
iseries of “My Favorite . . .” and “Road 
Ito...” motion pictures that Bob Hope 
is famous for, arent you? Well, after 
reading this article, we are sure vou ll cect 
the same impression we did—that Mar- 
orie Hughes thinks Bob Hope is “My 
Favorite Boss” and that working with him 

nged@ tor the last ten years has been her “Road 

t youl to Success.” 

arker 

i for) Correction Please! 

vo 

ode IN THE JANUARY ISSUE, We Carried the 

OFr 4 article, “Pirates in the Pews,” by Marjorie 

| an F. Morton. We hope you enjoyed it, but 

It'we do want to correct an crror that we 
in bef let slip by. 

ti On the second page of the article, the 

t sigh) shorthand reads, “In 196 A.D., Pope 

oro lement appointed a shorthand reportes 

This for each of the seven districts in Rome.” 

Ltd) Siste r Clement Maric, St. Clement School, 
the Chicago, wrote us that shi supposed we 
ite Of meant “96 A.D.,.”. since Pope ¢ lement 

naize succecded to the Papacy in the vear 90 

L and} 4p. Pope Clement is Sister's patron as 

Nel} well as the patron of het school. We are 


Louis} happy to receive this information trom 


that} someone so well qualified to give it. 
n tl 
Turning Professional ? 
me l 
burs fue 1953 rests for the title of Certi- 
t fine} lied Protessional Secretary will be given 


* 


> \“$on Friday and Saturday, October 16 and 
ny Qualified secretaries — twenty-five 
years of age or olde men as well as 

f women and members as well as non 
: wmbers of the National Secretaries As- 
s sociation) may, from now until June 15, 
ipply to take the examination. Inquiries 


fand applications should be sent to: 


di ou 

aboutl Gertrude E. Birkman 

yment National Secretaries Association 
nenth P.O. Box 2180 

just Houston, Texas 

oO this ’ 

xpedi Every effort is being made to assist 


o sendg Secretarics to prepare tor this exami- 
modelg Bation, ind CPS refresher courses are 
wate! NOW being offered in schools and col- 
s, am leges throughout the country. It was an- 
al efhg POUNCE d in January that LIS secretaries 
things P&ssed the second CPS test. This brings 


the total number of Certified Professional 





t evel 

right Secretaries in the United States to 177! 
w Je We're told that businessmen in Illinois 
roped and New York will have the best chance 
r, Ago securing a CPS as secretary; Illinois 
d hav’ leads the « ountry with twenty-three hold- 


to gm *S of the Certificate, and New York is 
had t runner-up vith twenty-two. Come on, 
Tessie 2°U Other states—time to get in the 


oe Tace! 
| whet } 





It’s easy to correct fluid duplicator masters 


with DENNISON PRES-a-ply CORRECTION TAPE 





Cleaner, neater, faster — no carbon-stained fingers 7 a 
¢ No scraping, erasing, smearing «+ Lies flat — no waste eee 
¢ Self-adhesive — requires no moistening 
e Comes in convenient strips — no dispenser needed | 
« Master does not have to be removed or realigned Fat | | 
i 











= | 


Measure length needed by plac- Press tape on back of master over In single 
ing sheet against correction in part to be corrected and retype. and double 
typewriter. Cut strip and peel Use of small piece of new carbon 

from backing. is optional. Space widths. 


Ask sour stationer for Dennison PRES-a-ply Correction Tape 








° 
RNA Framingham, Mass. 
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, $ 
8 > 
$ Master spelling right | 
, ° ° Q 
} at the typewriter with $ 
$ this new special-pur- 3 
: ‘ 
pose book 
8 > 
2 
; §PELLING | 
4 
4 
' AT YOUR | 
3 
> 
4 
‘ 
| TYPEWRITER | 
4 
; ; 
. 7 > 
3 by Craig and Leslie 3 
4 7 
; 
Accomplish two teaching aims } 
+ at once: obtain maximum re- 
4 7 » 
+ ~sults with your spelling instruc- $ 
§ tion and increase typewriting 3 
. ‘ 
% speed and accuracy! Spelling § 
at Your Typewriter is a com- 
$ plete modernization of the pop- ; 
} ular Teach Your Fingers to 
§ Spell, by the same authors. 3 
3 The new text provides inten- $ 
; < 
, sive typewriter practice on a } 
$ carefully selected list of trou- 
$ blesome words, thereby fixing 2 
> ; 
the correct form in the stu- $ 
} dent’s mind and fingers. 
Each lesson is confined to one 2 
2 page. Word-counted connected $ 
4 
$ matter follows each list for 3 
practical application. Every 
- tenth lesson isa review of spell- }$ 
ing and word division. A con- 
$ venient Appendix consists of 3 
ro —— 
difficult city and state names, 
abbreviations, foreign words 3 
$ and phrases and other refer- 
> 
2 ence aids. Spiral-bound. Con- $ 
venient “stand-up” cover. 
5 
Ready this Spring. } 
> 
Write Gregg today. 2 
> 
3 
| GREGG 
> 
> 
; PUBLISHING DIVISION 
‘ 
3 McGraw-Hill Book Co., Inc. 3 
4 
, New York 36, 330 W. 42nd St. 
Chicago 6, 111 N. Canal St. $ 
q San Francisco 4, 68 Post St. 
Dallas 2, 501 Elm St. 
Toronto 4, 253 Spadina Rd. 
London W. C. 1, 51 Russell Sq. 
| iehidieeseeeieniinsiteninatibneteth 























Charles L. Swem * Madeline S. Strony * Alan C. 


ESSIE 
late 


ished struggling over a large column 


I'm 


fin- 


Hello, eve ryone! Sorry 


tor our meeting. ITve just 
of income-tax figures, and it slowed me 
down a bit. My, but time does fly, doesn't 
it? Here it is the seventh meeting of our 
secretarial clinic already, and it seems like 
only yesterday that the six of us sat down 
very all sort of anx- 
ious, and all wondering how things would 


turn out. 


to our first meeting 
Everyone has been wonderful 
about sending us their problens, though, 
and we do want to thank all who have 
contributed to this column for their inter- 
est. Now, on with the questions: 

Here's ONE for Dr. Llovd. A teacher 
in Michigan writes that, in answering a 
question asked®in a recent edition of this 
column, Dr. Lloyd referred to a ruling 
pen. She was not aware that there was 
such a pen and would like to know where 
one could be purchased. 

Dr. Lioyp: A ruling pen, Tessie, can 
also be referred to as a drawing pen and 
can be purchased at almost any stationery 





or art store. It is most helpful to folks 
who do any amount of ruling, for they are 
able to adjust the point to the exact thick- 
ness they need. 


Tessie: Mrs. Strony, here is a lengthy, 
but very important, letter from a gentle- 
man in Pennsylvania. It goes as follows: 
“Tama 1952 high school graduate and am 
having difficulty obtaining a stenographic 
position. My first drawback was the steel 
strike at the time of my graduation. After 
the strike was over, employers refused to 
hire me because of my draft age. How- 
ever, I have been found unacceptable for 
military service due to a heart condition 
and-have been classified as 4-F. When I 
show the employers my classification, 
they tell me they can get girls. 

“I have gone to Pittsburgh and filled 
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E. Lillian Hutchinson * Robert R. Rosenberg 





out applications with different employ 
ment still I get A 
job. Lam, at present, going to night scho 
taking an 
My 
tvping, and business English. My preser 
shorthand speed is 80 words per minut 


agencies, and cannot 


and am executive secretari 


course, subjec ts include ac counting 








and my typing speed is 50 words per minj 
ute. If I do not find a job soon, I shall 
forced to discontinue my studies. i 
“In its February, 1951, issue, Topay 
Secretary tells of the unlimited on 
tunities for male secretaries. I am begit 
ning to believe that these opportuni 
not exist and, also, I am losing faith! 
ever being a ambition. 
hope you can advise me as to the soluti¢ 


secretary—my 
of my problem.” 

Mrs. Strrony: First of all, 
want to advise this young gentleman 4 
to quit! It is easy for someone to give th 
advice and much harder to take it, 
know; but we are all faced at some ti 
or other with a difficult situation thd 
makes us wonder just how long we : 
hold on. Do hold on, though, and I 
sure you will never regret it. 

It is not easy to discover through a led 
ter just what may be causing this youmt 
man’s difficulty in securing the kind ¢ 
job he wants—many things, perhaps. F 
instance, is he willing to start as a cle 
typist until such time when a stenographi 
job might be open? Is he presenting sal 
ples of his work as a selling aid? Yous 
Tessie, the employer may be dubious as4 
his competency and, if this young m 
carries samples of his letters, mimeograp’ 
ing, tabulations, and such, it may be 
him to sell himself. 

He should get that shorthand speed 4 
to at least 100 words a minute, too, so 
he will have a little margin of speed. : 
he should check with the United Stat 
Employment Service for possible F 
openings. Recently, when I was in Pitt 


Tessie, 
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'} EXPERTS santas 
PLACEMENT 


nC. GUIDE 
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for secretaries, students 





Slips into your typewriter 





under letterheads ... helps 
ploy burgh, I was told that there is a tremen- you set correct margins and 
get’ dous shortage of stenographers in that center letters perfectly. 
schod area. Cuts down retyping... saves 
etan All those items listed in the February, time and paper. Write for 
inting 1951, issue of Topay’s SECRETARY were your copy today—use coupon 
reseg not exaggerated one iota. All those young below. Teachers: Guides 
ninuf¥ men were secretaries, but many of them for class use... write on 
| were willing to start as clerks or typists your school letterhead. 
just to get a foothold in the type ot com- 
pany they wished to work in. 
Many firms have not hired male. ste- 
nographers for the simple reason that they 





have not come across any young men who CAGLE-A's 
are qualified. That may be the reason 
why this young man is told, “We hire 


— « 2 & 
girls.” He may have to make ten, twenty, | v c\ \ ] 0 
or thirty attempts, but it should be worth | T a .% ¥ y - Box 









































ee 


it. Getting a job is quite a long campaign hh SN LALA A > . © 
itself, but I do hope that this g mi % ’ ' ; 
vider se his pee dr pei Sa pan \\ 4 " WN \Vk % se % & \ Ps pt sc — ne 
rmim I hope he will write us again. aes AWD y : 


a RYLED PAPERS A} 


' Tessie: Mr. Swem, another correspond- + + \ Exclusive feature . . . with 
opay§ ent from Pennsylvania writes that she has * & \ these fine boxed papers: 
oppo been considering taking a course in Steno- 1 ‘ 
beg) tvpe at ] } he ld like t ~— = 7 EAGLE-A COUPON: 
begi ype operation but that she would like to » % k BOND [100% Rag Extra No. Onel 
ities] be more certain of job opportunities in > 


aith that particular field before she begins the 
tion. § course. Can you help her? 

olutic Mr. Swem: Well, Tessie, I'd be very 
glad to tell you what I know concerning 


“| 
~ EAGLE-A AGAWAM: 
te BOND, ONION SKIN (100% Rog 


EAGLE-A CONTRACT: 


BOND (75% Rog) 








ossie, 
lan fh EAGLE-A ACCEPTANCE: 
’ BOND (50% Rog 
ve thi 
e it, EAGLE-A TROJAN: 
1e til BOND, ONION SKIN 
nm thi MANUSCRIPT COVER (25%, Rag) 
we ci 
‘4 EAGLE-A QUALITY: 
nd I BOND, ONION SKIN 
MANIFOLD (No. One Sulphite) 
h a let 
€AGLE-A TYPE-ERASE: 
; youn: p C 
: ag Content 
kind 0 
ps. Fi 
A clerk . : 2 {; x 5s ta 


06 LN ERE AE IR 
MAIL THIS COUPON TODAY eT 
American Writing Paper Corporation 


Holyoke, Mass., Dept. TS-1 
Send your FREE Letter Placement Guide: 


graphig the opportunities for a Stenotype opera- 
ng savy tor, but I must admit that I do not con- 
fou s@ Sider myself an expert on this subject. 

us as4 However, from my _ observation, I 
ng me Should say that, if it is this young lady’s 












ograp! aon to become a reporter in the East, "ae: 4 RA a . te 
ay he! tere are many opportunities for a ma- 5 
chine shorthand r¢ porter. In my own Dn” Gvcwsied ieasaeastcndeedineeencionk . 

reed | —? about one-third of the official re- Re LS 2 Sa ane ae 

, SO porters operate shorthand machines. Yet, 

id. J In the business world, in the ordinary DT ivashuen paghbdbonews STATE... .cccse ° ’ 

1 Statq COMMercial business office, I find there STUDENTS: fil! in home address 

ble #H “te Comparatively few shorthand machine TEACHERS: wrlte on vow school letterhond. 

in Pithe = Perators employed in comparison to the ‘4 z 
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now ready... 
GREGG TYPING 
MEW SERIES: 


for high schools 


John L. Rowe ’ Alan C. Lloyd 
Harold H. Smith, Consulting Editor 


A NEW CONCEPT OF BUILDING SPEED 
WITH ACCURACY 


sustained from Lesson 1 to the end of the book 
home row, then first-finger-first approach to the keyboard 
. words, phrases, and sentences from the outset... new 
treatment of momentum drills, acceleration 


speed spurts, 


and alphabetic sentences. 


PREVIEWED PRODUCTION PRACTICE 


. . . to develop student's skill in typing letters, manuscripts, 
documents, and tables at the same pace developed on 
timed writings with new type Copy Control and at- 


tention to personal-typing problems, original typing, and 


all the vocational applications of typewriting skill. 


A NEW PLAN OF ORGANIZATION 


. . . Four Parts: Basic Typing . . . Office Typing . . . Produc- 


tion Typing Expert Typing Each part divided inte 


three groups of 25 lessons . and each group is followed 
by (a) power-building drills, (b) review of application tech- 


niques, and (c) an easy-scoring progress test. 


one-year course ® advanced course ® complete course 
workbooks ® teacher's guide ® semester examinations 


Write your nearest Gregg office today. 


Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36 ® 330 West 42nd Street 
Chicago 6 © 111 North Canal Street 
San Francisco 4 e 68 Post Street 


Dallas 2 ® 501 Elm Street 
Toronto 4 @® 253 Spadina Road 
london W.C. 1 ©@ 51 Russell Square 
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great number of pen writers. In the pub4 

lic schools, machine shorthand is hardly Ht 

taught at all. ‘fand 7 
I would say, Tessie, that it all dependgster, 

on this voung lady’s ambition and_thedirst, 

time she has to spend on becoming expert, accur 


phras 

Tessie: Here is a letter addressed td short 
Miss Hlutchinson. This secretary fromjever. 
Texas writes: “The question of proper that 
salutation has come up in our office, anc write 

I should appreciate your assistance. Whajyou : 


salutation should be used when a letter jg used, 
addressed to an individual with a com 
pany, and what salutation should be used TE 
when a letter is addressed to a compam Strom 
and to the attention of an individual?” Jin ke 
Miss HutTCHINSON: The — salutatiog cann 
should always be to the addressee, Tessie} aS YO 
irrespective of the Attention line. If the STI 
letter is addressed to a company, atten hand 
tion of a person, the salutation is still Geng most 
tlemen. It the letter is addressed to texts. 
person in a company, the salutatiog %¢ | 
should be Dear Mr. - or Dear Mis 


Tessie: Here is an interesting questi 
for Dr. Rosenberg. A secretary in Ne 
York writes that, as a favor to her en 
ployer, she took care of his dog for hi 























Meet the Experts 
Miss HutcuHINsOn is coauthor 
of three books on business Eng- 

lish. ia 
Mrs. Strony is author of a a hi 
new book on secretarial prac- tote 
tice. neml 

Dr. Lioyp is author or co- expr 
author of three typewriting text- teel 
books. were 
Mr. Swem is author of two phras 
books for shorthand reporters. toes 
Dr. Rosenperc is author of TE: 

four textbooks on business law. from 
articl 
that \ 
while he was on vacation. While k or Te 
employer was away, his dog became ig 2° 

so the secretary took him to a veterina _ 
ian. Although she knows that her a — 
ployer is morally obligated to reimbur r ” 
her for the expenditure, she wonders Roh 
he can legally be held responsible, for “og 
has not mentioned the money to her f@ “'P 
some time. articl 
Dr. RoseNBERG: Yes, Tessie, this et whict 
ployer can be held legally responsiblg “TUct 
According to the law of bailments, ¥ ae 
must reimburse the secretary for any & l - 
usual, but necessary, expense incurred - ‘ 
connection with the care of the dog. eee 
Tesste: Miss Hutchinson, here is a le _— 
ter from a secretary located in Nebrasif — 
She writes, “In Standard Handbook | Te 
Secretaries, by Lois Irene Hutchinsot, idiot 
found that the word percent is writt® |; | : 
as one word. I think that this form behir 
more streamline, and I like to use it OH y,. 
way; but it seems that every place blurr. 
I look I see it written as two sepal chine 
words. Why is this?” Li 


6 


(Continued on page * rect.) 





l 4 
- IlurcHinson: Well, Tessie, per cent 
‘{and percent are both correct forms. Web- 
ondgster, however, lists the two-word form 
thefirst, probably because this follows more 
pert, accurately the translation of the Latin 
phrase. Per means “for each,” and cent is 
d téshort for “hundred.” Many writers, how- 
from) ever. have found, as has this young lady, 
oper that it takes a slightly shorter time to 
an@write the solid word. In this magazine, 
Vhajyou will find that the two-word style is 
Fer is used, as preferred by Webster. 
com 
useq Tessie: Here is a question for Mrs. 
pany Strony from a secretarial practice student 
2” lin Kentucky. She wants to know why you 
atiog cannot phrase as well as in shorthand just 
essiel as You do as soon as. 
f tha STRONY: The authors of Gregg Short- 
ttep. hand Simplified, Tessie, have used the 
Cen nost frequently occurring phrases in their 
to } exts. As soon as and as soon as possible 


| 
ation we two of the frequently occurring 


- 


ostic 
Ne 
r en 
r hi 











r 
1. 
phrases. Because as well as is not quite 
a so high on the list of frequent phrases, it 
sss was written out. However, it must be re- 
rmbered that, if anyone encounters an 
O- expression over and over again, he should 
t- teel free to phrase it. Therefore, if vou 
were to phrase as well as, it could be 
- phrased according to the same principl 


is ds soon ds s-l-s. 


of | Pessu : Dr. Lloyd, he risa long lett r 
from a teacher in Kansas regarding the 
___ article about the Direct-View Copyholde1 
that was run in the December, 1952, issu 
Je h of Topay’s SECRETARY. There are four 
questions included in it, so I'l ask them 








me I ; 

rina one at a time. First of all, what is the 
atl cost of the model shown in the article? 
mburs Li OYD: W ell, Tessie . | have disc tISS¢ dl 
ders this copyholder in detail with the author 
for M4 Robert B. Leonard), and I think I can 
her fe help you out. The model shown in the 





article is Direct-View Copy holder =112 


his eng Which sells for $31.00. If used tor in- 
onsibl ‘tructional purposes, there is a school dis- 
nts count of 33/s per cent. 
any Ui Tessie: Is it possible to obtain a sim- 
irred i pler and probably a less expensive model? 
og. Lioyp: The author has told me, Tessie, 
that, in his estimation, there is no simpler 
is ald model. He does not think it is possible to 





~braskl obtain a Direct-View Copyholder at a 
ook f price under the one I just quoted. 

insol lessie: Question number three: What 
writt about the focal length of the copy mate- 
fost rial when it is displayed at the position 


e it th sae the machine? In a trial, it seemed 
I that the 
ace ©} | 
sepalé 


material became somewhat 


ured when it was held behind the ma- 
chine. 


e WE, Luoyp: The manufacturers of the Di- 
is y rect-View ( opyholder have made numer- 





— Why do Buckeye larbans and 
ALS) Mbbons remind you ofa shamrock? 
Sf : - »)) Cause theyre a sign of good luck 


. ’ / 
— with every job you Turn out/ 


You can have me for your good luck 
paperweight. Just write for me 


J P A : - & 
on your company letterhead and- LF \ 


ine the name and address Ss» 
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Y O U a new reader? 


THEN, we would like to make you 
a regular one! Every month, TODAY'S 
SECRETARY brings you articles and stories 
that are just as helpful and interesting as 
the ones you enjoyed in this issue... . 
articles on personal grooming, what to 
wear to work, how to file more easily 
and accurately, how to increase your 
shorthand speed, how to transcribe ma 
chine dictation. Plus, exciting series pres- 
entations on calculating machines, ‘Sec 





retary to . . .’° and other interesting @ “sight-level” 


j convenience 
secretarial jobs. 
@ all-metal — 


Subscription rates are $5 for two years one piece 
and $3 for one. Can you afford to be a — 
without this uniquely specialized publica 
tion? TODAY’S SECRETARY will help you The Liberty Copyholder puts all copy in 





do your job more effectively and effi- 
ciently; it will help you professionalize 
your services! 


full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 


without tipping. Made of heavy gauge steel 
Send your check or money order and 


complete address today, and we'll rush with soft grey finish. Size, 7” wide, 9/4" high, 
first copies to you. We're anxious to 5" base. So low in cost . . . you can afford 
change you from a new friend to an 


one for every typist. 
old one. 
ORDER NOW by moil if not ovailoble 


from your stationer. 


Today's Secretary 
BANKERS BOX COMPANY 
330 West 42nd Street, New York iaiiek 60 Libesty Record Seorage Sealant 


720 S. Dearborn Street + Chicago 5, Illinois 
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Wt be without, them / 


A really modern secretary knows just what she needs... 
a dab of powder and lipstick to Jook smart and her Gray 
Audograph to be smart. 


Her favorite dictating machine—the Gray Audograph— 
will work for you too ... taking dictation while you breeze 
home at 5:00. And when you listen back next day, you can 
type those letters or memos at your own speed. No chance for 
error. You can even adjust the tone of your boss’s voice! 


Once you start using the Audograph, you'll rate it with 
that touch of lipstick and powder at three . . . couldn’t be with- 
out it! Find out more about Audograph today. 


Mail coupon today 
c [| A J b The Gray Manufacturing Co. 


Hartford 1, Connecticut. 


Please send me your Booklet K-3—entitled 
“Strictly Personal.” 


AUDOGRAPH*® sales and service in 180 
U.S. cities. See your Classified Telephone 
Directory under ‘“‘Dictating Machines.” 
Canada: Northern Electric Co., Ltd, 








Abroad; Westrex Corp, (Western Electric 








. NAME 
Co. export affiliate) in 35 countries. 
Audograph is made by The Gray Manu- 
. é TITLE 
facturing Company — established 1891 — —_ 
originators of the Telephone Pay Station. 
* TRADE MARK REG. U.S. PAT. OFF ADDRESS city 
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ous studics on the subject of focal length 
and have found 18 to 22 inches to be the} 
ideal focal length from the operator's ov 
to the material on the Copyholder. 

This teacher mentions that “the mate. 
rial became somewhat blurred when ‘| 
was held behind the machine.” Here is a 
little test he can make for himself. Have 
the typist sit at the machine in the usual 
fashion, measure the focal length from hea 
eves to the copyholde r. Ile will find thag 
it is approximately 18 to 20 inches. Now 
from the same position, measure the foe 


















distance from the tyvpist’s eves to a stene 
graphic notebook lving flat on the des 
We assume the book will be to the typist 
right hand. Here he will find focal lengtf 
approximately 18 to 24 inches for tl 
right eve and 18 to 28 inches for the le 
eye. This immediately necessitates 
internal eve adjustment that, in time, wi 
cause eve strain. Shifting tocus fro 
book to typing media also necessitate 
continual eye adjustment. 

Tessie: And now for the last questio 
Dr. Lloyd, is the Direct-View Copy holdé 
being used very extensively in U. 
schools and U.S. business? 

Lioyp: Yes, Tessie, it is being usef 
very extensively. I am told that sales 
COMMNETC ial COnCCTHS and SC hools ruh We 
over one-half million. 


Tessie: A gentleman from Ohio direct 
his question to Mr. Swem and writes @ 
follows: “I am a male secretary, collegé 
graduate, studying law at night. I hay 
been writing Gregg tor about three years 
and use it constantly in my work; and, off At | 
course, | take almost everything the vari 


ous professors say during law classes. | 


mar § & Soe Se 


7 | \—” |evevator/ 

a | 
aa 5 ve *)'r -) 
on + i * ~ — J 


¥ ?T 





“IT have several friends who are cou 
reporters, and they are urging me to tak 
up this profession. They feel that be 
cause of my previous education and th 
studies 1 am taking at night I could hat 
dle the job without additional training 
I would like very much to become a cour 
reporter; however, at present | hold af 
good job that pays me well—even though} 





it is not so much as a court reporter re] 
ceives. [ have never had any real cour 
reporting training, but I do have. th 
Gregg textbook on the subject, which ! BY 
have had little time to study because O% MA 
my work at office and school. 
“Right now, it would not be possible ft HI 
me to take additional formal training ! 
court reporting; and, while I am consi¢ 
ered to be accurate and fast at shorthant 
it is a long step from rapid dictation ! 
court reporting and one that I hesitate" Ja 
take. Suggestions will be appreciated 
Swem:: Well, Tessie, this is a very @ JO 
teresting problem. If I had that youn 
fellow right here before me, I woul 
answer him as follows: Sir, there 1s oe 
question that your law training and you 
(Continued on page « 375 
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id, of) At her desk, across from various Hope mementos, Marjorie Hughes, helps keep Bob's office running smoothly. 
varry 


; 


| Secretary to 


BOB HOPE 


if FEW MONTHS AGO, the phone rang in our brick and wood-trimmed 
dtl J English-style office bungalow. 

a “Mr. Bob Hope calling from aboard the Queen Mary in mid-Atlantic, 
court the operator said. 

old a Then Mr. Hope was on the line. 

“al “How's everything at the office?” he asked. 

coul I said things were fine, only without the Queen Mary’s salt-air environ- 
of IBY ment. 


“Say.” continued Mr. Hope, “I understand London's socked in with an 
see) MARJORIE 


unseasonable fog. Will you pull our files on fog gags and air-mail them 
ble te HUGHES 


tonight? Need them in London day after tomorrow.” 





— h Minutes later, I was rummaging the files . . . the ones ensconced in a 
han concrete and steel vault. This protection is well worth while, for our 
ion t ®S told to vault shelters the entertainment world’s most fabulous collection of rib 
aes JAMES ticklers—about 100,000 in all. Each is pegged to deliver audience responses 
ate JOSEPH registering in the higher decibles. In a series of folders marked “Fog,” | 
your found a good-sized bundle of high-priced humor, product of Mr. Hope and 
woul his staff of top-flight gag writers. 

er When you consider Mr. Hope’s work—his motion picture, television, 
e 35) radio, benefit, and personal appearances—you can see how necessary such 
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Into the vault files goes Marjorie in search of 
suitable publicity photos of her boss. The concrete 
and steel vault also houses Bob Hope’s fabulous 
collection of rib-ticklers—abeut 100.000 gags in all. 





Marjorie searches through some papers on 
Bob’s desk as she whistles at the size 

of the job he has in store for her. Bob’s 
massive desk in the conference room 

is nearly twelve feet long. 
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files are. Theyre even more important now that he 
has added a fifteen-minute radio show five days a 
week. His files have been building for years. 

| dispatched the gags air mail, and two days 
later crowds in London were rocking in their seats. 
Mr. Hope had brought along the kind of 
good-natured laughs that, in this war-tensed world, 


As usual 


cure more ills than pills do. 
I could just as easily have found gag lines under 
such file headings as “Fat Ladies,” “Football,” “Santa 


Claus.” 


ON THAT SAME TRIP, Mr. Hope scheduled scores of GI 
shows. I remember that he took along gag lines like, 
“Remember the pictures of the American and Russian 
soldiers shaking hands at the Elbe River? If they 
it now, theyd break their knuckles on the 
Curtain.” Or, 
GI tours; when I have Marilyn Maxwell along, nobody 


tried 
lron “I don't need protection on my 
ever notices me.” 


Alongside most gags in our files is a scribbled 
coding in Mr. Hope’s own writing, for he reads and 
evaluates every joke produced by his writers. An un- 
marked joke means that Mr. Hope considers it a dud— 
not good enough to provoke a chuckle. A checked 
line indicates “a maybe—pretty funny.” He 


gag 


enthusiastically circles the “sure-fires,” and these 
otten become meat for the five-minute monolog (his 
special trade-mark) that opens each of his TV, radio, 
and personal appearances. 

One of my jobs as Mr. Hope’s personal secretary 
is keeping the joke file in order. Another is typ- 
ing the monologs. Mr. Hope selects his gags from 
reams of material, arranges them in proper monolog 


sequence, then hands them to me for typing. 


Mar jorie types up a Hope monolog. one ot her boss's 

trade-marks. Bob Hope selects his gags from reanis of material and, 
after arranging them all in the proper monolog sequence, 

turns them over to Marjorie for the typing job. 
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GENERALLY OUR OFFICE OPERATES on a 9 to 5, five- 


7 ; day-a-week routine, like most other offices. But it 

has the advantage of being sequestered on Mr. 
wa  Hope’s ten-acre “ranch” in the San Fernando Valley. 
ts. | Next door to our office bungalow is Mr. Hope’s home. 
of } putting greens, and swimming pool. Outsiders proba- 
iq. | bly consider our ten well-landscaped acres a kind of 





show place. As both home and office of the world’s 
most famous comedian, it certainly is. As a matter 
of fact, it’s been mistaken for the Lakeside Golf 
Club, which is only a few blocks away. But to Mr. 


ler 
ita | 


Hope’s two other office staffers and myself, it’s a 
- work place; and, while admittedly glamorous, it is 
-e. ; strictly business. 
od For the thousands of upcoming young secretaries 
ey , Who dream of working for a famous movie-TV-radio 
» | personality, this “business” angle may be disillu- 





. sioning. But that’s the way it is. Our routine is 
dy | heavy, what with Mr. Hope’s phenomenal schedule— 

“| two or three pictures a vear, TV, radio, and thousands 
led | of PH rsonal appearances all around the world. When 
nd | Sr. Hope is away, there’s the problem of communica- 
in- | tions. Sometimes were out of contact for days. M1 
q_ | lope has a penchant for making his own sched- 
all ules. We're never surprised if, one morning, we 
He find a note, “Gone to Alaska—back soon.” It’s usual 
ose | for him to be here at noon and aboard a plane heading 
his | '°° Europe by nightfall. And always he’s adding more 


miles to the over 2.000.000 he’s already traveled (on 


everv continent) since 1941. 


———— 


lio, 


- When he’s back in town and working on a picture 
“ } at Paramount, “office hours” are on the lot, with 


vp- | ' 
5; conferences in his studio dressing room (really a 
om} . 
al bungalow ). It’s there—on the set—that I take dic- 
log ¥ , 

| tation during his 12:30 midday conference hours. 






































































Sometimes, too, I stand by during the film making, 
ready to take dictation when there’s a_ break, or 
during rehearsals when a stand-in goes through Mr. 
Hope's lines and he’s free to catch up on corre- 
spondence. Right now he’s making a new picture, 
“Off Limits,” with Mickey Rooney and Marilyn Max- 
well. This means I have to be at Paramount during 
lunch and for a few hours afterwards. 


THE OTHER DAY a secretary friend asked, “How do you 
ever keep up with Bob Hope's delivery?” She wanted 
to know what it was like—did he really dictate as 
fast as he ad-libs on TV and radio? Well, I admitted, 
at first I thought I was on the receiving end of a verbal 
machine gun. But now I’m used to it. I've never 
bothered to check, but he probably dictates at least 
160 words a minute. 

One thing I learned soon after joining Mr. Hope's 
office staff: he makes most of his own appointments 
leaving the routine to his office people. This may 
sound unusual for a busy star, but in Mr. Hope's case 
its the only efficient system because he works all 
hours (sometimes all night). Also, he knows thou- 
sands of people his staffers never heard of. Many of 
these acquaintances he made while appearing around 
the world. Even now, he makes 80 to 100 personal 
appearances a year (for free) at army camps and hos- 
pitals—and he schedules them himself. During a 
single eleven-day stint in England in 1943, he tray 
eled 1300 miles and appeared before 45,000 Gls in 33 
different camps. I think Mr. Hope knows more Gls 
and generals than actors. Out of all these engage- 
ments, he’s earned the title, “America’s Number One 
soldier in greasepaint.” 

Office routine is divided between the three of us 
girls. Mrs. Lois Dickson, six years a staffer, and Mrs. 
Bernadette Kenney, for two years a member of ow 
team, handle the fan mail—5,000 to 6,000 pieces a 
month. Mr. Hope’s brother Jack is general business 


overseer. 


ON A TYPICAL MORNING I go through the mail, sort 
ing out personal communications. Mr. Hope answers 
these himself, occasionally using a dictation ma- 
chine, but more often calling me in to take them. 
(Sometimes he'll phone me at home if anything impor- 
tant strikes him—but never after midnight 

With the letter opening finished, there's corre 
spondence to get out. If it’s time for a monolog, | 
type that first. Our writers, who usually work in 


their own offices or homes, confer in a big room 


Bob Hope goes through a stack of letters in his 
Paramount dressing room while Marjorie, perched on a 
stool beside Bob, feeds him still more. On the set, 
she and Bob hold conference hours from 12:30 to 
2:30. Marjorie often stands by during the filming, 
ready for dictation in her boss’s free moments. 














Mickey Rooney and Bob get serious 


picture. In this movie Bob dons an 


down the hall. In one corner is Mr. Hope’s massive 
desk. nearly twelve feet long. The conference room 
is walled by glassed-in trophy cabinets crammed with 
souvenirs, golf cups, and medals. Gls presented Mr. 
Hope with guns and spears when he was in the South 
Pacific, Africa, Sicily, and Germany. General Eisen- 
hower pinned on him the Medal of Merit. He has 
plaques and citations from the Air Force, Navy, 
Treasury, Boys’ Clubs, and many another group. 

Gag-hatching sessions, with Mr. Hope as master 
of ceremonies, last all night, particularly 
right before a show. Top-flight comedy just doesn’t 
happen. It’s nursed along, sweated over, torn apart, 
glued back together, polished, and repolished. 


may 


[ ARRIVED ON THE JoB ten years ago, fresh out of 
Los Angeles’ Sawyer’s School of Business. My folks 
had moved to Los Angeles from Kansas City, Missouri, 
when I was about six; so my schooling—grade, high 
school, and college—was taken care of right here. 
In 1941, I enrolled for a year’s course at Sawyer’s 
I learned shorthand (about 120 wam), dictation ma- 
chines, typing, and bookkeeping. Then, one day, | 
was called into the school’s office. 

“Bob Hope's office is looking for a secretary,” 
I was told. “Want to try it?” 

Why I was picked still puzzles me. But I stopped 
by Mr. Hope’s “ranch” office and was interviewed by 
the woman who was then manager. Mr. Hope was 
wway on one of his trips. Later, I found out why I was 
hired—there faltering in 
voice, no celestial fire in my eyes! Famous _per- 
sonalities want hard-working secretaries, not those 
overawed either with the job or with the boss. Grad- 


was no_ star-struck my 
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well, almost 


Army 
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in this scene from “Off Limits.” Bob Hope’s new Paramount 


uniform and plays the part of a military policeman 


ually, as staffers came and went, | moved up to my 





present position as Mr. Hope's personal secretary.) 

You ask for one good axiom for secretaries who ar 
It's 
this: Your boss’s business stays locked up in th 
office when you leave. That’s good advice for any) 


hopetully eyeing positions with celebrities. 


secretary; even more so for a celebrity s. ) 

It may surprise you that I've never once trav} 
eled with Mr. Hope and his company. Not even to a} 
nearby camp show. My job is here in the office.) 
If a traveling secretary is needed, she’s supplied 
by the various agencies that-handle Mr. 


Hopes 
shows. Another unexpected fact: Our visitors are 
likely to of 
military brass, and writers—than movie stars. Stars 
drop in occasionally, but Mr. Hope sees his friends 
in the theatrical world at the studio more often thai 
here the office. 


more be a_ scattering businessmen, 





in 
Special benefit performances really keep our staf | 
jumping. By 
to them that we take them as a matter of course 
knowing 


now, were becoming so accustomed 


that Mr. Hope will accede to as man) 
requests as humanly possible. Moreover, I’m convinced 
that he'd welcome a 72-hour day—if it allowed more} 
time for personal appearances. 


ONCE IN A WHILE, a remark from an outsider pulls 
me up and I think back to 1942, when Mr. Hope begat 
playing the Service camps. I think, too, of the Red 
Cross benefits, Cancer, Heart, Cerebral Palsy, and 
Arthritis benefits . . . and the other hundreds of worth 
while projects he’s backed. Considering all these, ! 
think you'll understand when I say I’m proud to be 
working for a truly outstanding American. 
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W hat it’s like to be a 


LEGAL SECRETARY 


A report by HELEN WATERMAN 


E A LEGAL SECRETARY? Oh, I 
couldn't! You have to be = smart!” 
That's how one girl, Geraldine Davis. first 
reacted to the job she later learned to love. 
Mavbe you've noticed, in the help-wanted 
ads, the extra $25 or $50 a month offered 
legal secretaries and have let the same 
bogev of inferiority frighten vou. Mavbe 
vou've envied some friend her influential 
boss. her pleasant office, the excitement of 
being “in” on some trial that makes the Na- 
tions headlines. 

Well. assuming that voure handy with 
pothooks and shift kevs. what are vou afraid 
of? All the job takes, actually. is expert 
tvping. dictation, spelling. You don’t have 
to know Latin—although most really good 
spellers do. You don't need to have studied 
law; in fact, most lawvers preter a secretary 
who hasn't. Each man likes to train his as 
sistant in his own wav. So vou mav not 
know a writ from a ritual and still manage 


to find a spot in a law office. 


Just WHAT spor will suit vou best is the next 
question, for legal secretarial work covers a 
wide field. If you're working now for some 
big firm, you might be smart to speak to 
Personnel about transferring to the legal de- 
partment. You can then go on using the 
knowledge you've already gained of com- 
pany policies and personalities, and may 
save yourself some vacation. sick leave, or 
retirement benefits. Presumably vou had 
some interest in their business ( publishing, 
merchandising, building, or whatever) to 
work there in the first place. If not, you'll 
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find “Legal” just as boring, for the work 
there naturally is geared to the needs of the 
firm. A publishing house must deal with 
book contracts. perhaps with plagiarism 
suits; a manufacturer, with patents and 
damage claims; an oil company, with leases 


and contracts. 


evi N IF You GOotoa big firm of independent 
lawvers yvour duties May be highly Spce ial- 
ized. In the five vears since Geraldine 
Davis got up courage enough to try working 
for Luce, Forward, Kunzel and Scripps, 
she has never gone to the courthouse to file 
a single document. “Our file clerk sees they 
vet there with the proper check to cover 
fees.” Jerry explains. “I've worked on 
boundary disputes and title matters, with a 
smattering of divorce, subrogation. criminal 
and marine law; but. if I ever went to a 
small law office, | know Vd still have lots 
to learn.” 

Jerry's job is practically all dictation. She 
never meets the general public. Telephones 
annoy her, and she likes being able to con- 
centrate on transcribing without having to 


act as receptionist. 


Her rrieND, Marera McKarn, feels happier 
in a smaller office. “I like being independ- 
ent in my work,” says Mareta. “With one 
boss. you get to know him better. You take 
pride in your responsibility. You can follow 
a case through from beginning to end. in- 
stead of being shifted to a junior partner 
and maybe never knowing how the case 
turned out.” 
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The legal secretary handles behind-the-scenes work for the man who goes to court. 


Mareta’s boss specializes in pro- 
bate work, so her bookkeeping 
comes in handy to help figure which 
heir inherits how much. A liking 
plus patience to cope 
svinpathetically with a crying di- 
vorcee despite a notebookful of 
rush dictation, is all she feels her 
job requires beyond normal steno- 


for figures. 


graphic skills. She considers a law 
course a handicap because of the 
fine line between filling out legal 
documents practicing law. 
“You have to be careful not to put 
in your own interpretation,” she 
says, “and you must never quote 
law to anyone.” 


and 


How HAPPY YOU MIGHT BE in legal 
work could well hinge on the type 
of office you happened to choose. 
Mareta thinks that she would have 
to work harder in a large firm; 
there would always be an overflow 
trom some junior partner who did 
not rate his own private secretary, 
and so she could never catch up. 

But Elizabeth Walsh, of Gray, 
Cary, Ames & Frye, is just as em- 
phatically sold on a large firm’s 
advantages: 

1. While you ordinarily work for 
one man, helping out in emer- 
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gencies lets a girl learn all types 
of legal work. 


2. You don’t have the burden of 
opening and closing the office; 
lunch hours are more free, since 


your boss doesn’t have to relieve 
you. 
3. You 


senger, 


don't have to be 
switchboard operator, or 
receptionist. And a large firm em- 
plovs a bookkeeper. 

4. If youre ill or must take a 
day off, your boss can call one of 
the other girls without greatly up- 
setting routine. 

5. Without interruptions, you can 
type faster and more accurately; 


mes- 


and, since there is always someone 
to check with, fewer errors slip by. 

6. Youll get more frequent raises 
because of the influx of new secre- 
taries who demand a high starting 
salary. 

Besides, there's the fun of group 
luncheons and office friendships. 
How important the social angle is 
to you is a matter of personal tem- 
perament. 


ANN GARDNER is a secretary who 
has tried out both large and small 
offices, and prefers the small. “I 
miss other girls sometimes,” she 
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says, “but there’s a certain freedom | 
in not having to bother. I’ve { 
learned more things in a small office | 
that are useful to know—such as 
contracts and leases. That's partly 
why I prefer law to a_ business 
office. Besides, in a small office, 
instead of a procession of title docu- 
ments or subpoenas or assignment 
forms day after day, you get va- 
riety and meet all sorts of people.” | 


THE PEOPLE who seek out a lawyer 
are often distraught, confronted | 
with divorce or bankruptcy or jail. | 
A secretary with a friendly, con- 
fident personality can do much to 
put the client at ease. She must 
listen tactfully and appear con- 
cerned, without volunteering sug- 
gestions. People sometimes will tell 
a sympathetic receptionist things 
they wouldn't think of telling the 
lawyer; but, of course, anything 
learned in the office must be kept 
confidential. 


Despite the movies and Perr 
Mason criminal cases aré 
more often sordid than thrilling 
Don't take up legal work expecting 
to break away from routine. Much 
of it is monotonous, with absolute 
accuracy “The — said | 
husband” all too easily becomes} 
“the sad Even a mis- 
placed comma can be disastrous. | 
Remember the instance | 
where “fruit, plants” for “fruit 
plants,” cost our Government thou-{ 
sands of dollars in import duties] 


stories, 


a 


demanded. 
husband.” 


tamous 


MANY OF THE WOMEN who now are 
top legal secretaries found it neces 
sary, when they began their careers, 
to work free for a month or two in 
order to get their start in a law 
office. In most localities today. top- 
notch stenographers are 
enough for a girl to 
from business school to a trainee 
job as receptionist or typist. 
If you are already experienced | 
in some other field but want to tryJ 
law, you need not hold back] 
through fear of special legal term: 
nology. Library books and _ special 
classes are ready to teach you. 
You may not be welcomed at thi 
first place you try. But, even with 
no knowledge of legal procedure 
according to a Government employ: 
ment bureau there will be an occ® 
sional law-office opening for a quali: 
fied secretary with other well 
rounded experience. é 
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The Angry Customer 


BY ELIZABETH F. 


ee 

eee! BLEW MY TOP-told 
him where to get off. Who does he 
think I am?” Janie, the new recep- 
tionist in the office next door, was 
telling her troubles to Ruth over 
their noon cup of coffee. “Any cus- 
tomer who practically calls me a 
liar is talking to the wrong person. 
| gave him a piece of my mind!” 
she added. 

Ruth gasped. “You talked that 

way to a customer? | wouldn't hold 
my job long if I treated customers 
that way.” 
JANIE was cuRIous. “Just tell me, 
Ruth, what do you do when you 
know the customer is wrong, vet he 
loses his temper at you and your 
firm?” 

So Ruth told her. Her experience 
that morning, for example, when 
the phone rang and a very angry 
voice demanded to speak to the 
manager was typical. Since the 
manager, Mr. Reed, had told Ruth 
not to disturb him, all responsibility 
rested with Ruth. With charm, 
quiet assurance, and dignity in her 
voice, she explained that Mr. Reed 
Was busy but that she would be 
glad to be of help. For minutes she 
listened to a volley of invective 
about her employer and the dis- 
honesty of the firm. 

Make no mistake about it, this 
man was really angry. But Ruth 
iad long ago learned how to talk 


TRUMPER 


to excited, angry complainants. She 
listened carefully, honestly sympa- 
thized with the outraged customer, 
patiently assured him that a com- 
plete investigation would be made, 
that Mr. Reed would attend to this 
matter at once, and that the firm 
would phone back as soon as it had 
gathered the information. 

Her pleasant voice and manner 
required neither extra time nor ef- 
fort; but good will, built up over a 
long period, could have been com- 
pletely destroved by “blowing her 
top.” And Ruth emphasized to Janie 
that she was sure the customer was 
wrong; but her office has a rule of 
courteous treatment for everyone, 
regardless of the provocation. And 
the ending? Just as soon as she pos- 
sibly Ruth looked up the 
record and discussed it with Mr. 
Reed, 


the customer. From the smile on 


could. 


who immediately phoned 
Mr. Reed’s face when he hung up 
the receiver, she knew that the 
customer was entirely satisfied. 


HAD THERE BEEN MORE TIME, Ruth 
might also have told about Mr. 
Jones, who came to the office last 
week to see Mr. Reed. Mr. Jones 
was annoyed about an order. He 
insisted on seeing no one but Mr. 
Reed, who was expected back at 
the office momentarily. While wait- 
ing, the customer drummed his fin- 
gers impatiently on the arm of the 


TODAY'S SECRETARY ¢ March. 1953 





chair; and, as if to emphasize the 
length of time he had been waiting, 
he kept glancing pointedly at his 
wrist watch. 

Ruth was busy, but she _ inter- 
rupted her work several times to 
apologize for keeping Mr. Jones 
waiting and to assure him that Mr. 
Reed was expected in the office at 
anv moment. As the minutes ticked 
by and her boss did not appear, she 
knew she must handle this difficult 
situation. She said, “I'm terribly 
sorry youve been waiting so long, 
Mr. Jones. Nr. Reed have 
been detained. I hate to keep you 
Waiting any 


must 


longer. Please let me 
help you. 

The concern for the customer, as 
well as the sincerity of her voice 
did it. She heard the facts, jotted 


(Continued on page 374) 








































Secretaries Ellen and June made up demonstra- 
tion packages showing the various types of bows 
that can be made with Bo-Du. Both girls often 


demonstrate their brain child in local stores. 


S YOUR BUDGET worn to a frazzle after all your 

regular expenses? And with the dark prospect of 
high prices and money for a new Easter outfit trou- 
bling you, would you like to earn some extra cash? 
If the answer is the emphatic “yes” we expect, you 
might follow the example of two smart secretaries who 
stopped wishing and solved their expense problem by 
putting a clever idea to work. Ellen McGee and June 
Willig, secretaries in St. Paul, Minnesota, earned over 
$500 apiece last Christmas with an ingenious gadget 
they invented for tying pretty bows for gift packages. 

The original idea was Ellen’s. Tying pretty bows 
had always been a double headache for this lively, 
slender brunette. She not only had her own gift pack- 
ages to contend with; but, to multiply her problems, 
her bosses always wanted her to wrap their gifts for 
friends and customers. And Ellen couldn't tie a pretty 
bow to save her life! Her present boss, Bernard W. 
Lueck, general manager of the masking-tape division 
of Minnesota Mining and Manufacturing Company, 
was no exception. Ellen could wrap the package easily 
enough, but she usually ended up asking someone else 
to help her tie the decorative bow. 





& 


Early before work, June and Ellen are 


off to the post office with a shipment of orders. June has 


in the morning. 


her sample case in hand: she'll visit buyers after work. 


Two Secretaries earn 


Extra Money in 


One day before Christmas, 1949; while struggling 
with the simplest kind of bow—where you wind the 
ribbon around spread finger and thumb and catch it 
in the middle—Ellen thought irritably, “Why doesnt 
somebody do something to make this easier?” Her next 
thought was, “Why not a gadget of some sort to take 
the place of fingers, so that ribbon wouldn't be so hard 
to handle when you tie bows?” As simply as that the 
idea was born. 

The ambitious Ellen eventually confided her idea 
to the girl at the desk behind her—June Willig, secre- 
tary to C. C. March, manufacturing manager of “3M’s” 
coated abrasive division. June became interested; and 
it wasn’t long before the girls were sketching models 
for a bow-tyer during lunch hours and after work. The 
idea took form amazingly fast, and the girls suddenly 
realized they had something that might bring in extra 
money all year long. Undoubtedly there were thou- 
sands of people who, like Ellen, couldn't tie a pretty 
bow on their gifts and would welcome help with their 
gift wrapping. 

At this stage, most people let their ideas die. Getting 
an idea is one thing; making it pay, another. It would 
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Midnight oil burns long and often for Ellen (left) and 
June. Above. in Ellen’s kitchen. the girls are assembling 


ind packaging Bo-Du’s for shipment. Into each box go 
12 Bo-Du’s and a finished sample bow. 





heir spare time 


BY VIRGINIA HUCK 


| 


| take far more money than the girls could scrape up to 
i get the idea patented, produced, and marketed; but 
Ellen and June were determined, nevertheless, to put 
their invention on the market. The name “Bo-Du” 
popped into June’s mind for the name of the gadget. 
| and the two girls agreed to a partnership if they could 
} find somebody to finance their invention. 


In Mancn, 1950, they approached Twin Cities manu- 
lacturers with their idea. At first there was some inter- 
est. but months went by and the girls heard nothing. 
| While they waited, June encouraged Ellen and Ellen 
}encouraged June, and they worked on cardboard 
| models of “Bo-Du.” Just when they thought they might 
| have to give up the whole idea for lack of money, they 
got backing. and McGee and Willig were in business. 
“That's when the work really started,” says June, 
With a reminiscent sigh. remembering the week ends. 
lunch hours. and evenings she and Ellen had devoted 
| to perfecting “Bo-Du,” patenting the design, finding 
}@ manufacturer at a reasonable price, and finally to 
Putting the little gadget on the market—all in addition 


k their regular secretarial jobs. 
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\WitH THE HELP OF AN ENGINEER, experiments were 


made—first with cardboard, then with aluminum: and. 


at last, plastic models of “Bo-Du” were tried. Plastic 


proved to be the most satisfactory and economical, and 
“Bo-Du” became a light-weight F-shaped, red plastic 
bow-tver, on which ribbon could be wound ‘round and 
round (as you would wind it around your fingers 

then tied in the middle, pulled off, and spread into 
a lovely, fluffy pom-pom or pinwheel bow in sizes an 


inch to eight inches in diameter. 


Wut 
tver. the biggest market is at Christmas time. De- 
cember, 1950, found both Ellen and June behind a 
store counter demonstrating “Bo-Du.” which they 
priced at 29 cents. Ellen had a counter in a large St. 


Paul department store, June in a Minneapolis depart- 


PHERI IS A YEAR-ROUND MARKET for a bow 


ment store. 

Ellen was scared to death while demonstrating her 
brain child. “d never done any public speaking—all 
my life Id done secretarial work and bookkeeping. 
Of course I had met people, but this was really diffe1 
ent. My husband got a great “kick” out of watching 
me from another counter. | didn’t know he was in the 
store or Td have been even more nervous. 

a different matter. As an active 
member of the St. Paul chapter of the National Secre- 


taries Association 


For June it was 


(she was vice-president in 1948-49 
and an amateur actress in her company’s variety shows 
speaking in public was no trick for the tall, attractive 
bubbly June. For her, it was actually more fun than 
work. 


ENTHUSIASM WAS A GOOD sUBSTITUTE for sales experi- 
ence, and “Bo-Du” was on its way by Christmas of 
1950. The girls sold the 8.000 models in stock. and 
orders started pouring in. There were no profits that 
year, but important contacts were made. By Christmas, 
1951, 35.000 were sold, and the volume was doubled 
in 1952. Most of the profits have been put back into 
the business each year to pay for the mold, for raw ma- 
terials, supplies, ete. 

Ellen’s home at 1136 Edgerton in St. Paul was turned 
into business headquarters for the partnership of 
\icGee and Willig; soon “Bo-Du’s,” packages, boxes 
of invoices, and circulars and mailing supplies covered 
every table, chair, and desk in the house. During 1951 
Ellen and June put their secretarial ability to good use. 
After work and on week ends they wrote sales letters 
to retailers, wholesalers, and chain stores. They made 
up a little advertising circular to enclose with letters. 
To save money, they assembled “Bo-Du’'s” themselves. 
(They came in two pieces from the manufacturer. ) 
They packaged them and shipped orders. Then they 
typed up invoices. Ellen is the bookkeeper. In 1951. 
the two secretaries wrote over 400 business letters, 
mailed out 5,000 circulars, and typed invoices for the 
35.000 orders. Without their secretarial training, the 
girls doubt if they could have made a go of things, 


(Continued on page 375) 
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Respectfully Yours 


How to get along with the old-timers 


BY KATHERINE 


RE YOU EMPLOYED by an organi- 
A zation that has some “ivy-cov- 
ered high brass”? You know—those 
venerable, elderly ladies and gen- 
tlemen to whom the organization 
owes much of its present 
name and standing. You often won- 
der about Mr. Sloane; so far as you 


good 


can see, he is just a nice old man 
who doesn’t seem to know too much 
about what’s going on, or, as a mat- 
ter of fact, care. So why all the 
fuss? Why not just forget about 
him, instead of all this catering to 
him—this kowtowing? 


MANY ORGANIZATIONS, both business 
and nonbusiness, have among their 
top executives men and women 
who at one time made names for 
themselves in their particular field, 
and, consequently, for the organiza- 
tion with which they were con- 
nected. 

It was quite a struggle for Mr. 
Sloane as a young man to put over 
his idea of surety insurance—some- 


in the office 


Cc. SCHMIDT 


thing unheard of at that time. But 
he won out; and his company made 
millions. Now he is chairman of the 
Board with a lovely office, a secre- 
tary, and practically nonexisting of- 
fice hours—Florida in the winter 
and Europe in the summer. 

You're told to bring certain letters 
to him to sign, and not to chew gum 
in his presence; you can see his 
signature on the firm’s Christmas 
greetings to the staff. You think, 
“What a snob!” 

Maybe that’s how it appears to 
you on the surface; but, remember, 
Mr. Sloane was once president of 
the firm, and his advice, based on 
years of experience, is still sought 
by many men. When you remember 
all this the next time you see him, 
you'll agree that the fuss and kow- 
towing are not undeserved. 


“Hic sass” is just a relative idea. 
Maryann, the new stenographer in 
the pool, considers Miss Black (the 
supervisor ) “high brass.” She's been 
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with the company ever since its 
opening—at least she looks that 
way. She still wears her prim shirt- 
waists, flat-heeled shoes, and a neat, 
tight bun at the nape of her neck. 
Sheer blouses, lipstick, and nail 
polish are definitely taboo with her. 
She used to be secretary to the 
treasurer until his retirement, when 
she was given her present position. 

Maryann sits right in front of her 
and feels that she gets more than 
her share of about 
everything, from commas to nail 
polish. Maryann and some of the 
other girls sometimes giggle about 
Miss Black’s old-fashioned ideas on 
office dress and manners, and they 
definitely feel they know more than 
she about the latest style in business 
correspondence. But Miss Black al- 
ways insists she is right—and she’s 
the boss. 


instructions 


It’s Nor EASY to give in when you 
know that you're right and that the 
other fellow is wrong. But some- 
times it’s the nice thing to do, espe- 
cially if the giving in harms no one. 
Miss Black is really only trying to 
help Maryann to get ahead by 
teaching her the things that helped 
her own advance. Maybe some of 
her techniques are out of date, but 
the underlying principle of thor- 
oughness is timeless. So why not 
make Miss Black feel she’s neces- 
sary and needed, and ask her ad- 
vice and help. It will make her feel 
good to know she is wanted and 
make the relationship between her 
and the other girls a happy one. 

Mr. Sloane and Miss Black are 
just two examples. There is Dick 
in the shipping room, too. He has 
filled orders and wrapped packages 
for the last forty vears. Sometimes 
he’s a bit confused by all these time 
studies, conveyor systems, and the 
general rush of business today. But 
the young fellows always go to him 
when they want to know about 
something that happened years ago 
or how best to ship a complicated 
order. His experience always guides 
them correctly, they 
covered. 


have dis- 


IvY-COVERED HIGH, MEDIUM, OR LOW 
BRASS deserve your respect at all 
times. Their steadfastness in their 
work and their years of service to 
the firm have earned for them your 
complimentary closing, Respectful- 
ly yours. 


Go 
_ 
Wt 
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Dear Voice: 


If a letter is to go air mail or specia) 
delivery, please dictate that at the 
beginning so I can mark the letter and 
then the envelope accordingly. Besides, 
these dramatic words inspire my fingers, 
and they rise to the cause, 


Secretary 














Dear Voice: 


Sometimes, when you're angry at the per- 
son to whom you're writing, you start 

to shout and I can't understand what 
you are saying. Besides, getting angry 
is bad for your blood pressure--and my 
tender ears! 


Secretary 











Dear Voice: 


If you want "special" punctuation marks 
or paragraphing, please dictate them. 
I've read my share of grammar books; 
but, then, you and you alone know just 
what you prefer. 





Secretary 
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BY ADRIENNE FROSCH 
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Dear Voice: 


Sometimes you release the button too 
quickly and snip off your last syllable, 
or sometimes you let your voice die out 
on the last word of a sentence--dead 
give-aways that we have reached the end. 
| But they make me a “jumpy” secretary. 





Secretary 


















TO YOUR DICTATOR 


AND SEYMOUR ROSEN 





| Tear Voice: 

If you forget to mark the length of 
each letter, I can't gauge my spacing 
i on the letterhead correctly, and I'd 
hate to have people think your secre- 
tary is all off balance! 


Secretary 














Dear Voice: 
If I can't "see" corrections ahead of 
time, it usually means erasing; so please 
use a heavy hand in making index noter. 


Secretary 



























Good Morning. Sir 





r 
2 I'm sorry. but Mr. Wilson said he couldn't see | 3 
s 
ia 


1. Good morning, sir. Do you have an appointment? anyone this morning without an appointment. 





5 Thank you, I've already had my lunch. Yes, it 6 Yes. | do have lots of work to get out. I didn't ] 
a 
e a 


was a little early. think you had noticed. 











UST hee? 


gt 3 


Sea 


yes 
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BY JERRY WHITE 


3 Certainly it's all right if you care to wait; 4 
» but he probably won't be free! . Vo, 1 don't have a light. Sorry. 





Charlie—good old Charlie! When did you get 
| ] I hope your wait isn't in vain. Mr. Wilson usu- “ into town? Come into my office! Miss Petty, 
s 


ally goes to conference at this time. why didn't you let me know Charlie was here? 
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words 


Just Teasers 


BY E. LILLIAN HUTCHINSON 





WANTED—THE OPPOSITES 


Substitute words of opposite meaning for the 


words italicized below. Example: For tea sand- 


wiches,. slice bread thick. Answer: thin. 


He answers entirely too many questions 

My physician told me to descend the stairs slowly 
Phe forged check proved the prisoners mnocence 
Between the hills, nestled an artificial lake 

Ilis de finite recommne ndations I ft us contuss d 

The high winds collected leaves all over the lawn 
\ suggestion like this is much too conservative 

We have an inadequate supply of everything we 
need 

Miss Stockton is very strict: otherwise. I should not 


have passed the course 


Because of the scarcity of talent, the play was a hit 





WHICH—**-ABLE” OR **-IBLE”? 


Add -able or -ible, whichever is correct, to the 


following words. 


# torce 

2. sale 

>» receive 
4, sense 
5. convert 
6. collect 
be value 
5. accept 
Y. reverse 


10. ad\ ise 


CONTRACTIONS 


Replace the italicized words with correctly 


formed contractions. 


x 


Sorry, we cannot grant this request. 

Let us take a firm stand on this question 

I shall not be ready to leave before Friday evening. 
| have ho idea ul ho iy COMIN, 

1 will not renew my membership now. 

That just does not make sense 

That is where vou are mistaken. 

They have no conception of the cost 

Miss Wood, vou need not retype this table. 


It is a long road that has no turning. 





IS IT THE RIGHT WORD? 
In some of these sentences, a word has been 
used that sounds exactly like another differently 


9 


) 
Vv 


Rs 


spelled word. How many are incorrect? 


Our neighbors play their radio to loud. 
The principle requirement for the work is accuracy. 


[ have promised to canvass our district for contri- 
butions for the drive. 


There are vast areas of waste land in Africa. 
Who's pen is this? 


I see that his name now appears on the Company’s 
stationary. 


It is rumored that few of the class have past the 
examination. 


He will probably give in just to keep peace in the 
family. 


I waive my claim to the estate. 


There is a small lake near the cite of his new home. 





WHICH CONJUNCTION? 


Which of the conjunctions enclosed in paren- 


theses would you choose as correct in these 


particular constructions? 


a 


U2 


She looks (like, as if) she was going to cry. 


Dont buy any more supplies (without, unless) I 
give you permission. 


He operated the machine slowly, ( being that, as) it 
was his first dav in the office. 


The data are neither complete (or, nor) well or- 
ganized. 


I don’t know (as, that) that is the correct answer. 
I read (that, where) you gave a party last week. 
Don’t forget either umbrella (or, nor) raincoat. 


He arrived out of breath, (and, but) the train had 
just pulled out. 


You can’t pass this test (unless, except) vou study. 
She does ( like, as) she pleases. 
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oY PRING IS THE TIME of fresh 
s beginnings, renewed vitality, 
hrilling accomplishments! So bring 
o your work, your study and prac- 
tice all the vim and vigor you can 
nuster, with the goal in mind of 
‘arning every last one of the hand- 
some certificates and pins offered 
by the Gregg Awards Department 
—awards that testify to your com- 
petency. 

And won't you be proud to win 
the large, attractive Certificate of 
Vocational Competency, beautiful- 
ly engrossed with your name and 
school! How impressed the audi- 
ence will be when they witness its 
presentation to you! This award 
testifies to your having attained 
better-than-average skill in both 
shorthand and typing. So note the 
distance to the goal ahead, and 
then persevere in reaching it during 
the coming weeks! 


Ir YOU ARE A SENIOR, you are on the 
last lap of your business training. 
You should take that training very 
seriously now. The extra skill you 
attain and the extra information 
you gather will make your first days 
at the office easier, will help you 


make that important favorable first 
impression that sometimes counts 
so much. 

Lively interest in your work, pro- 
ficiency in shorthand and typing, 
and the desire to learn and to give 
full value of service for your salary 
will bring their own reward on the 
job. Your interest, proficiency, and 
willingness to learn and accomplish 
can be reflected now in your well- 
filled Achievement Record Album, 
showing all the certificates you have 
earned. Covered in old-blue simu- 
lated leather, the Achievement Rec- 
ord Album filled with certificates is 
a testimonial of accomplishment 
that will be sure to make a very 
favorable impression on a business- 
man. 

Here are the awards you must 
earn to fill the Achievement Record 
Album and to earn the Certificate 
of Vocational Competency: 


IN SHORTHAND 

Certificate of Membership in the 
Order of Gregg Artists 

The 60-Word Shorthand Speed Cer- 
tificate 

The 80-Word Shorthand Speed Cer- 
tificate 

The 100-Word Shorthand Speed 
Certificate 
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Awards 


Certificate of Worational Competency 
—_— Dane Smith 
baving successfully passed all the ce prescribed by THE GREGG AWARDS DEPARTMENT 
( der of Artist Typists, Senior 
Sua , d (omp t Typest MW Speed 
Eighty- 4 peed (om Ty WW ord Speed 
One-Hundred-M / (Competent Typist Word Speed 
and having bes iy of Centraf BusinessSc hoof _ 
ss hereby awa it CERTIFICATE OF VOCATIONAL COMPETENCY : iii 
Se eevee (> Cp Laced es 
BY FLORENCE ELAINE ULRICH, Director of 


for the 


Winning 


Gregg Awards 


IN TYPEWRITING 

Junior Membership in the Order 

of Artistic Typists 

Competent Typist for 30 Words 

Competent Typist for 40 Words 

Senior Membership in the Order 

of Artistic Typists 

Competent Typist for 50 Words 

How many of these awards do 
you have now? Time to start work- 
ing for the others this very day! 

If you are a junior student, you 
will have another year or so in 
which to earn the higher speed 
awards in shorthand and typing. 
What is your ambition? What do 
you want to be after you graduate? 
A reporting secretarial position is 
exciting and glamorous, but to win 
such a position you must have high 
speed and accuracy. The best place 
to obtain the necessary formalized 
speed training is, of course, in 
school. Court reporting pays well, 
and some high-speed writers have 
gone into this lucrative work imme- 
diately upon graduation. 

If you are a junior student, yours 
is the advantage of still having 
some months in which to complete 
your training. You can set your goal 
and buckle down to the good, hard 
work needed to win it. Examine 
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program, determine which 
awards you can earn this semester, 
and then strive for them. 


your 


Now a worp to secretaries and to 
the shorthand and typing enthusi- 
asts all over the world who take 
these tests each month. 

There may come a time when you 
will have need of the skill you are 
now attaining. The fun you are hav- 
ing in taking these tests will pay off 
I re- 
call an instance during the depres- 
sion when this was true: 

In the mail one morning were two 


in generous rewards later on. 


letters. One was from an enthusias- 
tic young college student who was 
using her shorthand and typing in 
various ways to earn her way 
through college. She was most gen- 
erous in her praise of the help this 
department had been to her in at- 
taining the on ney required for 


setting up “a little business of my 


own that pays my way through 
school.” 
The other letter came from a 


young man who was greatly dis- 
couraged because of his inability to 
obtain a position. “I have striven to 
improve my shorthand and typing. 
I have read widely on business sub- 
jects to improve my knowledge. In 
short, | have done everything that 
you recommended I should do, and 
still | have not been able to get a 
position after fifteen months out of 
school. All this talk about improv- 
ing yourself I now believe is bo- 
loney!” 

We sent the lad five dollars for 
the use of that letter in these col- 
umns. When he acknowledged our 
letter and check, he told us he had 
also passed a Civil Service test 
with a top rating. 

“Your letter with the check,” he 
wrote, “turned my luck. I have just 
received a good Civil Service ap- 
pointment that will pay $1800 a 
year, and I am thrilled with it. | 
apologize for all I said in my former 
letter. You are right. If | were asked 
to talk to a group of young people, 
[ would urge them to make the 
most of their talents and their time 
now in order to be prepared for the 
BIG offer that sooner or later will 
surely come.” 


Yes, spring is a good time for fresh 
beginnings. Making the most of the 
weeks ahead will help prepare you 
for your big opportunity. 
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Material for OGA Tests 


All clubs of test papers should be 
and assure accuracy in 


CT, and OGA 


making out certificates 


awards until the receipt of the 


Junior 


a — . J 


accompanied by a typewritten list of names to expedite 
March copy is 


April, 1953, 


OGA 


checking 
good as membership tests for OAT, 
issuc. 


Test 


OGA Membership Test 
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INSTRUCTIONS: Copy the tests here 


in your best style of shorthand. trying 
to make your notes look as nearly as 


possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good pr acticall 


style of penmanship that will assure ae 


curate transcripts on the job. Acceptable 
specimens entitle the writer to member 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper slant, and joining; and 
(3) the correctness of proportions main 
tained throughout the specimen sub 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers 
which gives detailed 
faults of style noted by the 


curve, 


examiner. 
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There's nothing like the drama of a stole to turn 
a pretty work dress into a glamorous date duo. 
And dear to the heart of any busy working girl is 
the striking comet-printed rayon fabric that’s 
completely washable and crease resistant. De- 
signed by Christine of Georgette Juniors, the 
dress has a Peter Pan collar, hip pockets, and self- 
tied cuff sleeves all piped in contrasting color to 
match the stole fringe. Sizes 7 to 15. Colors: beige, 
white, aqua, or mint with black; toast with brown; 
navy with red. And, for extra smartness, there's a 
sleek patent-leather belt and cross-stitched, self- 
covered buttons. About $22.95 at Best and Co., 
New York; Jelleff's, Washington; Neusteter Co., 
Denver; Scruggs-Vandervoort-Barney, St. Louis. 
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There's nothing so smart as a carefully color-harmonized 
ensemble, and Jaunty Junior does all the blending for you in 
this three-piece outfit. The tweed jacket picks up the 

color of the worsted skirt, and the bow-tied sleeveless blouse 


is made of the same acetate and rayon shantung as the pretty 
jacket lining. Another prize feature of the jacket is its 

boxy shape, allowing it to do double duty as a topper. 

Sizes 7 to 15; colors: tan, blue, and gray. About $59.95 

at Livingston Brothers, San Francisco: B. Siegel Co., 
Detroit; Sage Allen & Co., Hartford; Jenny Co., Cincinnati. 
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spring-fever 


FASHIONS 


Here is a group of tashions designed to fend 
off any spring-fever laziness. Theyre a boost 
to your morale—more potent than vitamins 
to your vitality. Youll find these easy-to- 
wear fashions give you the touch of tailored 
smartness that singles you out as the girl 
who's on her way to becoming a top secre- 
tary. Each is also a wise buy, destined for 
good - service this spring (and for several 


seasons to come 
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Swansdown uses practical wool jersey in a trend-setting suit 


that’s fully lined with silk shantung to keep its smart tailoring. 
\vain a box jacket makes fashion news. also the drop shoulder and 
the stand-awavy collar (that looks smart filled in with a scarf 

or vour choker). In tan, gray, or blue: sizes 8 to 18 

About $39.95 at B. Altman & Co.. New York: Engle & Fetzer. 
Cleveland: Schuneman’s, St. Paul: L. Bamberger, Newark, N. J. 


Youll have an e@asy life in Henry Rose nfeld’s washable orlon 
shantung dress that’s permanently pleated. A banded stand-up 
collar flatters a long neck, and the Roman-striped cinch 

belt shows off a tiny waist. In navy, toast, natural, 

raspberry, or chartreuse: sizes 10 to 18. About $25 at Russeks, 
New York; Jay's, Boston: or at Joske’s, San Antonio. 


The epitome of fastidiousness is this tucked 
blouse with tab trim—a Sage blouse by 
Revelation. In white, pink, light blue, mint, 
chamois, and coral tissue faille: sizes 32 to 38. 
About $5 at B. F. Dewees, Philadelphia: The 
Fair, Chicago; Gimbel Brothers, Milwaukee. 





Nelly Don’s smart silk shantung suit is an outfit 

to win praises—and raises. Trimly tailored, with a 
stiffened peplum for a smart line and a low pleat for 
walking comfort. Sizes 10 to 20; 10'% to 20'/; in 
navy, gray, beige, black, burgundy, violet. About 
$25 at Jelleff’s, Washington; C. Goldwater's, 
Phoenix: Carson Pirie Scott, Chicago. 



















E RECEIVED A LETTER the other day from 

a secretary who was suffering from “hair de- 
spair,” as she put it. Seems her boss, a wonderful 
man in most respects, would turn into a positive ogre at 
the sight of his secretary entering his dignified office 
with her “head wrapped up in a kerchief,” as he termed 
it. “He just doesn’t understand about damp days and 
stringy hair,” she lamented. 

Well, we have a few helpful ideas. One solution that 
many girls use is, of course, to wear some kind of hat 
that you can tuck your curls under. Berets, worn 
shower-cap style with your curls safely inside, look 
pretty and save many a hairdo. And the close fitting 
crocheted hats are also good. If you have longer hair. 
you may find a hair net helpful. This will support your 
curls to a certain degree, so that they won't go entirely 
limp. But nets are only satisfactory preventives for 
short periods of exposure. 

Far and away the best solution to the curl-saving 
problem is a home permanent. With the many different 
types to choose from these days you should have no 
difficulty in getting a permanent that will give you 
just the amount of curl you want. 

Now that there are so many different brands on 
the market, you may be a bit puzzled about which 
home permanent to choose. To help you decide, we 





BY HELEN WHITCOMB 


HOME 


have included a quick run-down of the various types. 
Basically there are four kinds, each with its own pro- 
cedure and time schedule. Not only can you select 
the kind of curl you want, but you can pick your home 
permanent on the basis of the time it requires. 

First, let’s consider the curler and neutralizer kits. 
These are designed to give you a long-lasting, natural- 
looking wave. In using these kits, the waving lotion 
is applied and the hair rolled up on curlers. When 
time-check curls show the amount of wave you want, 
the chemical neutralizer is applied, then the hair is 
unwound and set in your regular style. Toni differs 
from other brands in that it offers three waving lotions 
for various types of hair: Very Gentle for easy-to-wave 
hair or for those who want a looser wave; Regular for 
average-to-wave hair; and Super for hard-to-wave hair 
or for those who want tighter curls. If you lead a busy 
life, youll probably prefer a neutralizer kit because 
that requires less over-all time. You can give yourself 
a permanent in the evening and finish with ar over- 
night pin-curl set. 

The self-nettralizing home wave, on the other hand, 
fills the bill for the girls who like less labor and can 
afford to wait about six hours to let their hair dry 
naturally on the curlers. No doubt this time can be 
put to good use; for, while your hair “takes,” you can 
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Curlers and | Curlers and 


Neutralizer Self-Neutralizer 


Arden (three kits for 
individual hair 


types) 


Elizabeth Prom 


Richard Hudnut 
Lilt Helena Rubinstein 
Shadow Wave 


Helena Rubinstein 


Toni (three kits—for 
individual hair types) 





WHICH HOME PERMANENT FOR YOU? 


Pin Curls and 


Pin Curls and | 
Self-Neutralizer 


Neutralizer 


Richard Hudnut Bobbi 


Pinwae 


Helena Rubinstein 











PERMANENTS 


catch up on all the odds and ends you've been wanting 
to do. Or you can sleep on the curlers overnight. Your 
only job with the self-neutralizing kits is to saturate 
vour hair with waving lotion, wind it on the curlers, 
and give it a quick water rinse to start the neutralizing 
process. Neutralizing takes place as your hair dries 
naturally in the air while still wound around the curl- 
ers. With Shadow Wave, even the water rinse step is 
eliminated. The self-neutralizing permanents are so 
streamlined that they require no time-check curls, and 
you can forget your wave altogether while it processes. 
After you remove the curlers, you will probably want 
to reset your hair, however, so it is best to allow your- 
self plenty of time—perhaps making a Saturday your 
beauty day. 

You will notice in our chart that Prom, like Toni, 
has three different kits for various types of hair. The 
Helena Rubinstein waving lotion contains a built-in 
neutralizing agent, so it can be used with or without 
the package of extra neutralizer that is included in the 
kit. When used as a self-neutralizing permanent, with- 
out the extra neutralizer, the Rubinstein kit gives a 
softer wave—not so tight as when the extra neutralizer 
is used. 

The third and perhaps easiest and quickest type 
permanent is the pin-curl wave. If you're an old hand 
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HINTS FOR HOME WAVERS 


l. A strip of cellulose sponge is handy for applying the lotions, 
because it holds more solution than cotton. 


) 


2. To guard against the danger of getting the lotions into your 
eyes, use face cream to “paste” wads of cotton across your forehead 


just above your evebrows. 


3. If you are giving the permanent to someone else. you'll find 


that a cookie sheet makes an excellent shampoo board: the “per- 
manentee” can lean back comfortably while her hair is being rinsed. 


4. Always do neckline curls first, because they need most curl. If 
your pin-curl permanent kit doesn’t come with curlers for the neck 
hairs, borrow some small ones from a friend to get these curls tight 
enough. 


5. Be sure to roll your hair smoothly and neatly, using the entire 
width of the curler. Never bunch hair to the center o1 you || ret 


an uneven wave, 


6. Section vour curls in smooth, even rows so that you will have 
a sculptured, natural-looking curl. 


If you want only an end curl, turn your hair one twist above the 
place you want your first wave to appear. But always roll neckline 
curls to the scalp. 


8. In setting a pin-curl permanent, curls should be no larger than 


a dime. Use only new bobby pins: chipped pins may 


chemicals in the solutions and discolor the hair. 


react to 


9. No matter how often you have given home permanents, always 


read over the directions before you start. The manufacturers are 


constantly making improvements that may change the procedure 


10. Follow directions implicitly—take time-check curls accurately 


when indicated: use all waving lotion: neutralize conscientiously. 
With self-neutralizing permanents, rinse thoroughly and don’t use a 
dryer to hasten the drying until at least six hours have elapsed 
after the last step of the process. 


at nighttime pin curling and prefer a casual wave, 
youll like the pin-curl home permanent. This is de- 
signed to give you a soft wave, not quite so tight and, 
therefore, not so long-lasting as the curler kits. But 
you can give yourself an easy pin-curl wave by fol- 
lowing little other than the basic principles of a bed- 
time pin-curl set. With Richard Hudnut and Helena 
Rubinstein permanents, you use the same kit as for 
the curler wave but merely set your hair with bobby 
pins. Bobbi doesn't even require a neutralizing step. 
These kits fit perfectly into a bedtime beauty routine 
because your hair needs no re-setting. 

Spring is just around the calendar page, a good 
time to give yourself a home permanent so that you'll 
be set for your new Easter bonnet—and for any show- 
ery spring weather. 
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“Lips 
lipstick protector 
Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
— brushing clear, 

liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 
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If unavailable locally, send $1.20 


| to Renotr parfums Itd. 


120 w. 42No sT., N. ¥. Cc. 
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Here's What You DON’T Learn in School! 


“101 Othce Short 
comprehensive read- 


Yes, here it is, girls: 1953's 


Cuts’’—the most rollicking, 


ing ever compiled for the modern. secretary. 
Cleverly illustrated by secretary author Magi Max- 
well, the book 1s studded with wondrous ideas 
gleaned trom a long career in Mew ‘You k adver- 
tising, gencral oft ind newspaper tields. 98c. 


Real New Books, Box 1432-T, GPO, N. Y. I, N. Y. 
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FOR SPRING 


oh 


PEEP TOE Yellow, 
blue 


any or powder 
id. Black suede or 
black patent. Red, 


navy bi natural or 
all white calf. 9.98 


AND EASTER 









SPRING STRING 
Powder blue, yellow, 
pink, purple, red, or 
white kid. Black pat- 
ent, 10.98 


Perfectly matching handbag. 8.98 plus fed. tox 
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in Northern climes, 
seen your first robin vet, 


a YOU LIVE 
may not have 
but one look at the shop windows full of 
spring outfits and one glimpst of the new 


you 


spring bonnets blossoming out in the offic 
should make you realize that spring can't 
be far behind. 

Odorless Moth Chaser. 


Spring also means 


spring cleaning time, wretched thought. 
But this year, if you store your winter 
woolens away with a couple of Ralco 


Moth Control Units tucked in vour closet, 
them thought. 
They will be mothproot full 
months, the manufacturer, 
and will have no tell-tale odor. The 
lies in the way the Ralco product is made. 


you needn't give another 


for six 
according to 
secret 
formed 


Paradichlorobenzene crvstals are 


into a solid cake that will resist evapora- 
tion and are said to kill all forms of moth 
life for six full months, even in open 
closets. 

Two or three units provide complete 
control for the average closet. Sold on a 
money back guarantee by the manufac- 
turer, they can be ordered from Peter Post, 
448 South Hill Street, Los Angeles 13, 
California. Raleco Moth Control Units, 


six-ounce size, are five for $2.95, postpaid. 
Brighten the Corner. Here's something 
new we heard about the other day—a tri- 


angular wastebasket made to fit into a cor- 


YEO y vVuyoevoeue? 





ner, thus saving space and keeping it safe- 
ly out of tripping distance. (It also pro- 
vides more backboard space in case you 
like to pitch your papers at the basket. ) 
Pretty, too, with its hand-painted rose 
design, is this sturdy decorator’s piece 
of non-rust steel heavily lacquered and 
mounted on jumbo rubber feet. 
white, black, gray, light 
green and is 14 inches high, 
is priced $3.95, postpaid. 
Claiborne’s, Dept. TS, Box 51, 
ter, Missouri. 


Comes in 
blue, or light 
12 wide. It 
Order from 
Manches- 


Elegance in Lipsticks. If you have ad- 
mired the pretty jeweled lipstick cases but 
felt you had better be content with the 
simple variety, you'll be pleased to know 
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that Helena 
new jeweled case for her lipsticks that will 
sell, » comple te with Stay-Long lipstick, for 
The 


Rubinstein is introducing 


$1.25, plus tax. slim case is crowned 





emerald 
—a lip- 
stick case to be proud of at a price that 


with either a make-believe ruby, 


topaz, sapphire, coral, or turquoise 


wont unbalance your budget. 


Finish. One of the newest aids 
to a lovely complexion is Tussy’s Finishing 
Touch, a liquid foundation that is non- 
Separating 


Smooth 


contains a 
moisture-retaining ingredient that lends a 
beautifies 
new 


and nondrying. It 
soft dewyness as it Tussy is 
Custor 
the 


group. 


also introducing a shade, 


Blend, which 
fair, minus-medium skin tone 
ishing Touch is 
$1, plus tax 


plus- 
Fin- 


shades 


was created for 


ay ailable in five 


Historic Paperweights. There’s always tl 


girl with the clever little desk gadget 
that lmMpress the whole office. Just suc 
items are the little sculptures (reprodu 
tions of museum originals) that can b 
ordered from Museum Pieces, Inc., ll} 
East 32nd Street, New York 16. Show 
here is a graceful Greek ox (of abo 
1400-1100 B.C done in rich terracott 


His height is 34% inches, and he’d make 
humorous papcrwe ight tor the hard-work 
Ing girl who needs at bit ot morale boost 
ing to lighten her He costs $2.75 


plus 50c¢ to cover mailing and insurance 


load. 





charges. We were also intrigued by # 
Egyptian Shawabti at the same _ pret 
Shawabtis, or Answerers, are little figut® 
of servants. These were placed in Egy? 
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tian tombs in the hope that they would do 
inv work required in the world. 
Wonderful for anvone with an overflowing 


In file. 


next 


Fun with Your Typewriter. If you like 
to create interesting pictures with vour 
typewriter, you'll surely enjoy. th 
booklet, Typewriter Mystery Games, by 
Nelson. Several of Mr. Nelson’s 
typewriter creations have appeared in 
SecreTARY in the past. This 
contains directions for making 18 


new 
Julius 


TODAY Ss 
bookl 
ires and costs only 50 cents. 
the line-by-line 
the mystery 
emerge from your typewriter. The booklet 
can be ordered from Artistic 
pany, 4006 Carlisle Avenue, Baltimor« 
Maryland. 


HVSTCTS 
You 
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pict 


just follow instruc- 


and watch picture 
lyping Com- 
16, 


Clever Cut-Up. If you want an all-around 
cutter that will tackle 
cardboard to envelope S, you ll be 


everything from 
inter- 
ested in the new Saf-T-Cut, designed by 
the Automatic Pencil 


It is intended for 


Sharpener Com- 


pany. use as an envelope 





cutting 


for 
cloth, and string, and for trimming blue- 


opener or wrapping paper, 
irdboard Its 


cutter to ht per- 


tracing 


nodern design allows th 


prints, paper, O1 


fectly in the palm of vour hand, and the 
transparent plastic guards complete ly pro- 
tect the blade so that vou won't cut vour- 
self. To use Saf-T-Cut, 
the blade in the edge ot the enve lope flap, 
tor « xample, gliding it smoothly across the 


ereen, OI blac k; 


ou merely insert 


top. It comes in red, blue, 


osts Sl. On sale at stationery counters. 
Self-Stickers. The Avery Adhesive Label 
Corporation, Monrovia, Calitornia, has 


brought out some self-adhesive labels to 


save you a licking or messy moistening 
chore There are ten tvpes ol labels in 
the new Avery V-Line: air mail and spe- 


cial ce livery labe Ils; circular re d, gre n, 
yellow, and white labels: and four differ- 
ent sizes of white rectangular labels. The 
labels are designed to stick tightly but to 
be easily removable without damaging 
wood, glass, plastic, or similar surtaces. 
This inakes them handy for labeling file 
draw: rs. bottles. photo slides, ete. 


Here’s a 
tor 
traveling, and vou might pass the 


Clothes. 
interested in 


No Suitcase of Dirty 
product youll be your 
good 
word along to vour boss if he makes fre- 
quent trips. The product is Trav, little 
packets of a gentle detergent to help you 
make quick work of dirty wash. 
packet contains enough for a 


Each 
basin of 
water. Trav can be purchased in a box of 
20 packets $l, 
or in a box of 65 (two months’ supply ) for 
$2.75. It can be ordered from Trav, 911 
Washington St. Louis, and will 
be shipped postpaid. These tiny packets 
of Trav are so easy to slip into the corners 


three weeks’ supply ) tor 


Avenue, 





t 


that don't seem to 
add any extra bulk, but they will help 
you keep your clothes fresh. You won't 
need to carry so many changes with you 


ot your suitcase they 


either when you can rinse them out easily 
and quickly with Trav. 


For Correct Copying. We have often sung 


the praises ol 


copyhold rs and their help 
work with less effort. 


Now we have word ot a new model Select- 


In turning out more 


A-Line copyholder The new Model No. 8 
can be used as a separate unit on your 
desk in which case you reach over and 
touch the activator bar to move the cops 


up) or it can be attached to your type- 
writer on a vibration-tree stand. This way 
acti- 
typewriter or 


it is operated by touching either at 
at the of the 
by a foot pedal 

The Select-A-Line 


vator bar side 


model has 


many 
convenient features: It can be set to ac- 
commodate any spacing from fine news- 


paper print through six typewriter lines; 


papel back up ] late IS adjust ible to ralse 





roller 
knobs permit turning copy in either direc- 
tion; adjustable paper bail keeps copy 
from falling forward retains 
and copy 1s clearly 
down to the last half-inch of the paper. 
For more information, write Select-A-Line 
Company, Dept. CE, 6523 Euclid Ave- 
nue, Cleveland 3, Ohio. 


TeVe rsible 


or lower angle of 


copy; 


unit exact 


line-space 
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THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain « Portable 


| $17 15: TAX 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 














FREE TRIAL OFFER — Write asking us to send you 
o RITE-LINE COPYHOLDER with the understanding that 
you moy return it without charge within ten days. 


RITE-LINE CORP. 


Washington 5, D. C. 


1025 - 15th Street, N. W. 


RITE-LINE copvuwoipber 
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PET! 





Has all the answers! Full of 
bright ideas! Likes to help the 
teacher get her work done! Tips 


her off to what's new! 

Yes, teacher's pet: That is Busi- 
ness Education World, the magazine 
that 


than any other! 


business teachers buy 


Cost: 


more 
$5 for two 
years, 83 for one year. Includes key 
to all shorthand plates in Today's 
Secretary. too! Address: Gregg Mag- 
330 W. 42, New York 36. 


azines, 


P.S. Don't miss the series on radio 


and assembly programs, which is in- 


cluded in this volume’s issues. 














Only by KILUNG THE HAIR ROOT can you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
ond social happiness. Do not use our method until 
you hove read our instruction book carefully and 
leorned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 


NEW 
. BEAUTY 
Tele tee A POR YOU" 





MAHLERS, INC, Dept. 85-C PROVIDENCE 15, R. 
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SIZES 
11—17 


Send 35c in coins for each pattern to: 
Today’s Secretary, 215 Pattern Dept., 


243 West 17 Street, New York 11, N. Y. 


mS \ Patterned for 
today’s secretary 


























SIZES 
12—-20 


4851—Want to make yourself a spring suit-dress that’s perky enough | 


for Easter and trimly tailored for job-hunting? Choose this easy-to 
make outht with deep-dip voke and softly flared skirt. There are 








— ae eee meee Oe ee 








if 
three sleeve versions. Sizes 12 to 20. Size 16 takes 4% yards @ 


39-inch fabric. Try a print for now, butchers linen for summel 


4557-—Use a crisp navy faille for this waist-whittling dress, with it’s 
surplice line and paneled skirt. Perhaps you'll want a smart white collat 
and cuffs. Sizes 12 to 20. Size 16 takes 4¥% yards of 39-inch fabric 


9118—Lovely Easter-parade dress that will look just as pretty latet 
in summer cotton as it will now in a_ soft spring flower print 
Softly gathered bodice and full skirt accent the tiny waist. Ir 
sizes 12 to 20. Size 16 takes 4% yards of 39-inch fabri 


9021—This dress, with dramatic diagonal stripes, is especially flat 
tering to a junior figure. Flared skirt, two sleeve versions. In 
sizes 11 to 17. Size 13 takes 3% yards of 35-inch fabri 
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4851—Want to make yourself a spring suit-dress that’s perky enough 
for Easter and trimly tailored for job-hunting? Choose this easy-to 
make outfit with deep-dip yoke and. softly flared skirt. There are 
three sleeve versions. Sizes 12 to 20. Size 16 takes 41% yards of 


39-inch fabric. Try a print for now, butcher's linen for summer. 


$557-—Use a crisp navy faille for this waist-whittling dress, with it’s 
surplice line and paneled skirt. Perhaps you'll want a smart white collat 
and cuffs. Sizes 12 to 20. Size 16 takes 4% yards of 39-inch fabric. 


9021 } 9/18 Lovely 
SIZES | / / in 









Easter-parade dress that will look just as pretty later 






summer cotton as it will now in a_ soft spring flower print 


11—17 \ Softly gathered bodice and full skirt accent the tiny waist. I 

— ' 7 sizes 12 to 20. Size 16 takes 4% yards of 39-inch fabric. 

Send 35c in coins for each pattern to: 9021—This dress, with dramatic diagonal stripes, is especially flat 
Today’s Secretary, 215 Pattern Dept., tering to a junior figure. Flared skirt, two sleeve versions. In 
243 West 17 Street, New York 11, N. Y. sizes 11 to 17. Size 13 takes 3% yards of 35-inch fabric 
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Chis is more like it! Desk neat, 
secretary well groomed—both 
a model of office efficieney. It 
wont take much more to keep 
any boss happy—for a neat 
and businesslike looking office 
is the first important step in 
the foundation of any good 
office employer-employee rela- 
tionship. 
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“How lo Lose a lob.” Phere 
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overexaggerated but how 
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This is more like it! Desk neat, 
secretary well groomed both 
a model of ofhce efficiency. It 
wont take much more to keep 
any boss happy—for a neat 
and businesslike looking office 
is the first important step in 
the foundation of any good 
otfice employer-employee rela- 
tionship. 
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Double-Duty Dictation 


by DR. A. E. KLEIN 





4 
DUTY ONE: To review the Brief Forms in Gregg Simplified. These letters include 
almost every Brief Form presented in the Manual, and the copy is so “packed” ae 
that we are italicizing the other words this month—not the Brief Forms—to make 
the type easier to read. © DUTY TWO: To build speed in writing. After practicing : 
the preview outlines, take the letters from dictation at faster and faster rates, OQ A 


The count is given every 20 “average” words. 


Dear Sir: Over a week ago I sent 
you an order for some special auto- 
mobile parts. They should have been 
here®® before this; but, as yet, I have 
had no word from you regarding this 
shipment. 

Ordinarily, I would not complain*® 
about such a delay, but the situation 
this time is unusually pressing. With- 
out these particular’ parts, I cannot 
progress with the job one of our regu- 
lar customers wants done on the body 
of his*® car. Unless I can finish what 
repairs are necessary, between now 
and Saturday morning, he will prob- 
ably'’’ go elsewhere with his work in 
future. 

Please do your utmost to make in- 
stant delivery on this order. If'*° there 
is ever again a time when you are un- 
able to meet a delivery date, please 
phone or wire me promptly."*° Yours 
very truly, 

Dear Sir: As auditors for the Long 
Publishing Company, we ask that you 
please look at'*® the enclosed state- 
ment of your account and let us know 
whether or not it is correct. 

Simply fill in the enclosed'*® form 
and return it to us in our envelope, 
which requires no postage. If you 
have not already mailed your check?" 
vou can take this opportunity to send 
it along now in the same envelope. 

Your prompt reply will be greatly**° 
appreciated. Sincerely yours, 

Gentlemen: Thank vou for the order 
placed with our representative Mr.**° 
Fred Lane. Immediately upon receipt 
of your order, the merchandise was 
shipped to you. You should have it?*° 
by the time this letter reaches vou. 

We feel sure that these articles will 
please you and your customers. As it 
is**’ our object to satisfy our patrons’ 
desires in every way possible, we 
should appreciate your telling®*’® us 
whether these goods give satisfaction. 

May we hear from you soon? Yours 
truly, 

Dear Sir: We are considering*?° 
Mrs. Alice Lee for a position as billing 
clerk with our organization. Yesterday 
she gave us your**® name as one of 
several references to whom we could 
write for an estimate of her character 
and’ ability. We wonder whether 
vou would be good enough to give us, 
in strict confidence, your opinion of 
Mrs.**° Lee’s habits and general worth 
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during her vears of experience as a 
clerk in your company. 

list containing a 
number of questions that have often 
proved valuable to our 


Enclosed*"" is a 


executives 


in??’) forming conclusions as to the 
character and worth of our own staff. 


We think this list will enable vou to 
furnish**? us in a very short time with 
the type of information we should like 
to have about Mrs. Lee. 

We are*’’ also enclosing a stamped, 
addressed envelope for your conven- 
ience in replying. Yours truly, 

Dear Ralph: 1 am**’ glad to hear 
that you have put your property up 
for sale. You are smart to sell 
when the market is still at its’’’ peak. 

While 1 am on the subject of real 
estate, I think it is a most appropriate 
time to speak of Harry?’ Mild. 1 am 
sure you remember Harry, the chap 
who had a reputation for never losing 
a handball’ game and of always be- 
ing on the winning side. If vou don't, 


now 


you would recognize him at once if 
him. le’ had 
spondence with him recently, and it 
seems that Harry is interested in pur- 
chasing a piece**’ of property just like 
yours. He and his circle of friends, all 
of whom were in Government service, 
would like to purchase” 
of property for the purpose of build- 
ing homes. 


you sate some Ccorre- 


Harry has no idea that your proper- 
tv?" is for sale. Why dont vou write 
to him. You will find his address on 
the enclosed slip. Sincerely, Tom 

Dear Mrs. Brown:**" As agent tor 
the World Insurance Company, I 
have been requested to obtain the 
present address of Miss**® Helen 
Smith. Mr. Sam Baker, who used to 
work for the Pennsylvania Railroad 
Company, suggested that®*’ 1 write 
direct to vou. 

1 am having a difficult time trying 
to locate Miss Smith. We have even 
advertised" in the newspapers, but 
with no success. Mr. Baker believes 
you are probably the only person at‘?" 
the Railroad able to put a_ hand 
on her present street and house 
number. There is an important mat- 
ter she must‘! take care of within 
the next two weeks; otherwise I 
would not bother you. 1 shall appre- 
ciate vour writing 


soon, Cordially, (764) 


office 
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This month's OAT problems require 
RICHARD RAYDEN 
241 Third Avenue 
Cincinnati 4, Ohio 
2 TO: Miss Marguerite Merchent February 27, 1955 
T | P f{ 7 ] 375 Second Avenue 
a.) Cincinnati 4, Ohio 
1 e I O e Ss Ss I O n a CHARGES FOR TYPING SERVICES RENDERED: 
1 Original cover page @ it¢ 15 
i Original table of contents page @ 15¢ -16 
14 Criginal pages of straight text @ wg 4.2¢ 
) Original peges with tables @ So¢ 1.50 
. € 1 0 inal bibl " age 3 f 
Personal Touch | EESLEiipes. 2S 
3 Binders S 26¢ 75 
TOTAL 9.15 
F ITS A CHANCE to give reign to your imagina- 
tion that you members (present or would-be) of 
, —_ , > > _— a —. ae ee Tn ee 
; the Order of Artistic Typists like, this month’s prob- Personal Service Bill—Original Typing 
lems are just what you have been looking forward to. 
—!' The Senior problem is about as businesslike as personal 
tvping will ever require, and the Junior problem is 
‘ about as unbusinesslike as vocational typing will ever a oe 
; ; . ; 241 Third Avenue * Cincinnati 4, OGhic 
permit—and you can use your own ideas on both! OR OR i, siete in aula 
) i . : > 3575 Second Avenue ‘ 
If you can solve this month’s problems and would Cincinnati 4, Onip 
like to obtain your Awards Certificate, see the direc- CHARGES FOR TYPING SERVICES RENDERED: 
tions in the little box on page 373. — > ene eae ee = 
The Senior problem is one that is faced now and then 1: meneain aces 1s - 
> 1 Original table of contents 15 15 
=. byanvone who ever types for someone else and charges M4 original, vith anes 30 + 20 
ote ° . , . . , i iginal biblio 40 40 
him for it: You are to prepare a typewritten bill. You 40 Carbon copies 05 2 00 
¢ 3 Binders 25 75 
may design one of your own or use one of the styles 
= shown. The first style is easier if you have only one to 
make, but the second is better if you’d like to dupli- 
. cate your billhead for use with many customers. 
, big : A a fe i 
/ You have typed a college friend’s thesis and now Personal Service Bill—Duplicated Form 
have to bill him for your work. He has agreed to pay 
for the paper as well as for your typing. It took half a showing-the-world copy of the Pledge of Allegiance to 
ream of good bond paper ($2 a ream) for the originals. the Flag. You know it, of course, but just to make sure 
You had to pay $1.80 a ream for the ream and a quarter you use the correct punctuation, here is the Pledge: 
“és of onionskin paper you used for making two sets of oni wilh saciciias ibis salted tales sieain 
; . 4 aeeacal ee I PLEDGE ALLEGIANCE TO THE FLAG 
, carbons. (Note: You can either charge him for a you OF THE UNITED STATES OF AMERICA 
bought and give him the paper left over, or charge AND TO THE REPUBLIC FOR WHICH IT 
¥ him only for what you used and keep the left-over STANDS; ONE NATION INDIVISIBLE, 
paper yourself for future jobs. ) WITH LIBERTY AND JUSTICE FOR ALL. 
- There were 220 pages of straight copy, for which Let's see you go all-out for a truly beautiful arrange- 


vou get 35 cents a page; 28 pages with difficult tables 
on them, for which you get $1 a page; 8 pages of bibli- 
ography, for which you get 75 cents each; and 512 car- 
bon pages, comprising two full sets, at 5 cents each. 
You also charge him for each of the three 25-cent man- 
uscript covers you used for binding the three sets 
ordered. What does he owe you? Type the bill. 
The Junior problem is to make a decorated, worth- 


ment of the Pledge! You may wish to use one or more 
big initial letters—the illustration below gives you some 
ideas for designing the decorative letters. You may wish 
to frame the Pledge in a handsome border, either all 
the way around or just at the top and bottom. Turn 
vour imagination loose .. . and we'll pledge to publish 
later on, the most attractive specimens sent in to us! 


Lloyd 


Well be watching for your papers.—Alan C. 
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PLEASING OF BOSSES 


(Continued from page 363) 
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Just About Shorthand 














| GS TIONS. If you are SUGGES- 


» 


™” 


— Seer ee ee 


TIONS. If vou are one of those 
men or who have 
finally tired of “just getting by” in 


your work and have resolutely de- 


young women 


cided that you are going to be a 
hetter secretary, take dictation at 
160 words a minute and type at 
eighty, obtain a promotion, make 
get a greater 
feeling of personal accomplishment 
from your work, | feel sure that 
the suggestions | have to offer here 
will be of help to you. 


more money, and 


It is very easy for me to say this, 
because many years ago I came to 
exactly the same decision that you 
have. | was “just getting by” in the 
office as a secretary and, except for 
my shorthand, was doing a medi- 
ocre job. 1 didn’t care much about 
my work, what my letters looked 
like, whether I had neat right-hand 
margins or not, how many erasures 
or strikeovers | made—I didn’t want 
to work overtime, and I didn’t care 
to learn more about the business. 

One day, however, | began to 
realize that I was really hurting my- 
self more than anybody else, so I 
took stock of my state of mind and 
came to a rather interesting deci- 
sion. | decided that I was going to 
improve my work to such an extent 
that it was going to be good enough 
for the President of the United 
States (Herbert Hoover at that 
time) to want me working in his 
office. So | began with that idea, 
never dreaming that ten years later 
| would actually be working for a 
President of the United States. And 
| can tell you that the time and 
effort | put into the improvement 
of my work were well worth the 
trouble and that the skills I devel- 
oped were used to good advantage 
in the White House. 

WORKED OUT A PLAN of self- 
improvement that will work as well 
tor you as it did for me. I divided 
it into two parts—what I could do 
to improve my work in the office, 
and what I could do to improve it 
out of the office. Let us first con- 


BY J. ROMAGNA 
Official Reporter of The White House 


sider the out of the office part. The 
most important decision we made 
(you and I) was to increase our 
shorthand speed to 160 words a 
minute, for the betterment of this 
skill will bring about an immediate 
improvement in much of our other 
work. How, then, can we best attain 
this? 

The first thing to do is to get out 
our shorthand manuals and make 
sure our theory is perfect. One hun- 
dred and sixty words a minute 
cannot be attained with a faulty 
knowledge of theory. We must be 
honest with ourselves on this point 
and not tell ourselves that we know 
our theory if we really don't. Other- 
wise, it will trip us up some day. 
Besides, perfecting it won't take 
long. As we ride to work in the 
morning and back home in the eve- 
ning, we can study and review the 
Manual—chapter by chapter; and 
we can use our lunch hour to prac- 
tice the principles that we may 
have forgotten or that we had only 
half-learned in the very beginning. 

If you should balk at utilizing 
your lunch hour in this way, try 
picturing a tall and skinny string 
bean, with glasses and flying black 
hair, tearing down to a tennis court 
about a mile from his office. His 
raincoat is unbuttoned and stream- 
ing in the breeze, a tennis racket is 
tucked under one arm, a shorthand 
book is in one hand, and his lunch 
is in the other. This happens to be 
a picture of me, many years ago, 
eating while on my way to get in 
some fifteen or twenty minutes of 
tennis practice and, at the same 
time, reading back some of the 
previous night's shorthand prac- 
tice. 

Yes, this is what I used to do in 
order to take advantage of time and 
the nearness of the tennis court. 
I don't advise such strenuous activ- 
ity for everyone, but I do hope that 
you get the idea I’m trying to 
convey. 

Being sure of our theory, the next 
step is speed practice. There are 
two ways to get it—going to night 
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school, or practicing at home. In 
the latter case, the radio, television, 
or the phonograph can be used as a 
dictator; but, if it is at all possible 
to make our own “takes” on a Dicta- 
phone or a tape recorder, this is 
much to be preferred. Night school 
is really best for us, however, be- 
cause there we will get something 
extra—the guidance and advice that 
we cannot very well give ourselves 
and the companionship and friend- 
ly competition of like-minded stu- 
dents. It’s very easy to find a school 
that gives plenty of dictation up to 
the 160-word-a-minute level that 
We are trying to attain. 

I used to practice twenty to forty 
hours a week, depending on how 
much time I had and how ambi- 
tious I felt. This included nine 
hours a week at a night school | 
attended three times weekly. My 
nightly schedule was as follows: 
Six nights of study a week; one day 
of rest. Two hours of speed practice 
—on evenings that I did not attend 
school. One hour of penmanship 
practice. This included writing the 
OGA test (which appears monthly 
in Topay’s SEcRETARY ) three or four 
times a night; also five lines or a 
column a night of each word or 
outline that I found hard to execute 
or to memorize and of special words 
that I had heard in the office and 
wanted to practice, improve on, or 
shorten. One-half hour, too, on the 
development of phrasing. Then, 
after dictating the “takes” for the 
next night’s practice, | was through 
for the evening! 


IT IS VERY IMPORTANT to remember 
that, if we are going to build a last- 
ing speed, our practice must be con- 
sistent and systematic. We cannot 
study for a week and then rest a 
week, or go at it hard for three days 
and then leave it alone for two. We 
must keep practicing week after 
week with only one day of rest in 
between and persist at it until we 
are successful. 

That is why, more than anything 
else, we will need a great deal of 
perseverance during this develop- 
ment period. We must tell ourselves 
that we will not give up until we 
have achieved 160. You may feel 
like giving up, but I want to im- 
press upon you that it is when you 
seem most discouraged that success 
may be closest at hand. 


[Mr. Romagna will continue his skill- 
building suggestions in our April issue.] 
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OAT TYPING AWARDS? 


If you can solve the Order of Artistic Typists 
test problems satisfactorily, you can obtain a 
certificate (10 cents fee) or a handsome lapel 
pin (25 cents fee). Send your solution, along with 
fee, to the GREGG AWARDS DEPARTMENT, 16th 
Floor, 330 West 42 Street, New York 36, New 
York. Be sure to enclose a self-addressed stamped 
envelope with your solution. 

All test papers are reviewed for possible re- 
production, as well as for awards, and your sub- 
mitting your solution indicates approval of its 
publication if selected. 

Qualifying on the plain-copy test makes you 
eligible for the Junior awards; qualifying on the 
Senior test confers full OAT membership. This 
month’‘s test problems are given on page 369. 
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THE ANGRY CUSTOMER 


(Continued from page 339) 





them down, agreed that it looked as 
though an error had been made in 
the order. She promised to have the 
order traced at once; and Mr. Jones 
left, completely satisfied that an ad- 
justment would be made. 


IN EVERY BUSINESS OR SOCIAL EN- 
VIRONMENT, the human-relations 
angle—the ability to be charitable, 
friendly, tactful, and understand- 
ing—is the element most important 
to success. The display of such a 
strong emotion as anger has no 
place in a business office, nor should 
it ever be a part of your person- 
al life. Whenever you see a face 
flushed with anger, or hear an in- 
dignant voice raised in protest, you 
know that some person has lost 
control of the situation and of him- 
self; and that’s not good! 

For a girl like Janie, who doesn't 
have the know-how of getting along 
with irate customers, let’s look at 
the errors that make customers an- 
gry and then see how Ruth would 
handle them, 


First, there are the countless cus- 
tomers who honestly, but wrongly, 
believe your organization has made 
some mistake. The error may be one 
about merchandise—not as ordered, 
priced wrong, not the correct quan- 
tity, or wrong delivery date—or the 
error may involve services for 
which the customer has misunder- 
stood the terms of the contract. 

Never argue with a customer 
would be Ruth’s advice. An argu- 
ment settles nothing and almost al- 
ways loses good will and _ friend- 
ship. Be a good listener, and let the 
customer see that you understand 
his annoyance in this matter. He 
firmly believes an error has been 
made. When you have the facts as- 
sembled, study your records. 
may 


These 
include the original order or 
contract, delivery records, 
of the correspondence. These will 
show whether you have abided by 
the terms; but, when you answer 
the customer, don't use the I-told- 
you-so attitude. 

Explain your 
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pleasant about it. Your manner and 
attitude are extremely important 
when you are making explanations. 
SECOND, a customer may be angry 
because someone in your organiza- 
tion has made a mistake. You really 
may have overcharged the cus- 
tomer. sent the wrong merchandise 
or the wrong number of items, 
billed incorrectly for services, mis- 
directed a letter, failed to credit a 
client for returned goods; in short, 
someone may have been careless. 

Ruth handles these complaints by 
acknowledging the error, expressing 
regret for the inconvenience caused. 
and making whatever restitution 
is possible. She does not, however, 
promise that the error will never 
occur again; for, as long as the 
human element is involved, there 
is, unfortunately, a chance for care- 
lessness. 


THIRD, some errors may involve both 
the customer and your firm. In such 
instances everything is snarled up. 
Incredible misunderstandings, poor 
judgment, error upon error pile up. 
The important thing, Ruth believes, 
is to straighten out the mess. 
Dont split hairs about who made 
what error. an attitude of 
helpful service, compromise with- 
out bitterness, make wise decisions, 
keep that smile in your voice—and 
the most unreasonable — person 
will still remain your customer. 


Words 
Key to teasers on page 350 
W HICH—*-ABLE” OR “-IBLE’’? 
l. torcible; 2. salable; 3. receivable; 
4. sensible; 5. convertible; 6. collectible; 


7. valuable; 8. acceptable; 9. reversible; 
10. advisable. 


Assume 





IS If THE RIGHT WORD? 
Incorrect—should be: 1. too; 2. princi- 
pal; 5. Whose; 6. stationery; 7. passed; 


10. site. 


WANTED—THE OPPOSITES 

asks; 2. ascend; 3. guilt; 4. natural; 
5. vague; 6. scattered; 7. radical; 8. am- 
ple; Y. lenient; 10. abundance. 


CONTRACTIONS 

l. can't; 2. Let’s; 3. shan’t; 
who's; 5. won't; 6. doesn’t; 7. 
They ve; 9. needn't; 10. It’s. 


4. ive. cm 
That's; 8. 


WHICH CONJUNCTION? 
l. as if; 2. unless; 3. as; 4. nor; 5. that; 
6. that; 7. or; 8. but; 9. unless; 10. as. 
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| |MONEY IN SPARE TIME___ the lives of June and Ellen a little  TESSTE ASKS EXPERTS 


xit. Ellen and her husband haven't 



































































> ‘(Continued from page 341) ' (Continued from page 330) 
prem pas had much time for the sports they wom pag 
love; June had to give up many college education make you an ideal 
| for there were no funds to hire extra-curricular activities for a prospect for court reporting. 
| help. while, and many a date before she rhere is another side to reporting, how- 
3s | ° ’ ° ° . . “« ” > , > reo ; > 

June married Curtis Miller in was married was spent on “Bo-Du. mak Ts te a ae — 7 

‘ ~ , . . ? Wat IS equally as Important as 1@ SO- 

¢ ‘ ‘ > > ns ‘k 7 >» OT ‘ 4 "_. T . 
_ | May, 1951, and planned the fur Luckily, both the girls husbands cated eats he Shak te tin tock 
| nishings for her new home in addi- are interested in their wives’ busi- skill required—speed and accuracy in the 
tion to her job and the partnership. ness enterprise and obligingly help use of your shorthand system. I do not 
= assemble and ship orders, and give know how far advanced you are along 

. . , . + this line. If you are able, for instance, to 

| THE SALES LETTERS, especially, have advice on business problems. Even ¥ ops’ 

A Apes ‘ goes take down” verbatim the law lectures in 
been an indispensable part of the the in-laws are in the act. They your classes, I should say that you have a 
girls merchandising program. They answer phones, package orders, and very good start indeed. There is nothing 

, | both intend to keep their regular are generally helpful with the rest more conducive to speed building than 

, | jobs as secretaries, and selling by of the work. actual practice from dictation. The formal 

~ 1 j wre ie oni itl aspects of acquiring reporting ability, 

i mal 1S t leir main contact bad , 7 ’ ‘ which you fear you are not able to take 

, | buyers. Ellen, however, has twice ELLEN AND JUNE don't quite qualify on at present, have to do more with vo- 

. j; taken to the road to contact buyers for a Horatio Alger story yet, but cabulary training—the knowing of many 

’ | direct. In 1951 and 1952 she de- thev think thev ve proved that subjects or at least, if not the knowing, 

| ; : , . oa ec ; ‘ , the ability to relate a new subject to a 

. , voted her two weeks’ vacation to there’s always room for a good idea ; 

C 2 : ; : : Dis, : . knowledge that vou alre ady do possess. 

» | seeing buyers in Illinois, lowa, and in the business werld—your idea if As a simple beginning, why not con- 

_ ' Minnesota—with remarkable = suc- you put it to work instead of just centrate upon your class lectures as tech- 

| cess considering her lack of sales talking about it. Ellen’s idea turned nical shorthand practice as well as a 
training. But she figures she's out to be a mighty good remedy “apg gen gree wr reeds 
° : ° i now ie phrases and special shortcuts 

1 ii a eae me , - othe » Soe hea 

h | picked up a few tricks from the for both her gift-time headaches. les the late termnaiany woo ave Godin 

h | various bosses she’s worked for; The profits have solved the extra- in, and make it a point to report your 

most of whom have been salesmen money problem, and Ellen doesn't lectures as nearly verbatim as you can. 

, | or sales managers. have to dread wrapping those gift After that, there will remain only th 

k - her | ; nie problem of getting the dictation necessary 

) packages for her boss any more. : 

‘ : , 1 3 yy” hel ol to build your speed somewhat higher on 

;. BEING BUSINESS WOMEN as well as Bo-Du' helps do the job very all sublects—whether by night dictation 

' , ' 
secretaries has naturally changed nicely! classes, or radio, or by other means. 
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' out platen! It takes a smooth, resilient 7 

l- UO 

Old platens develop pits and corruga- 
tions, lose smooth surface and resilience B. F. GOODRICH PLATEN oma elas lets 
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